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FOREWORD 



The Career IiifoniiAtion System (CIS), developed by the Appalachia 
Educational Laboratory (AEL), uses the Worker Trait Group api^rdach to 
organize c^eer information resources. By framing iftformation around a 
worker rather than an industry or product orientation, thfe approach helps 
students integrate self -exploration with exploration /of th^ world of work. 

Information about the requirements, routines, and .rewards of 'occupa- 
tions is provided through the Worker Trait Group desciriptions which are 
homogeneous. in terms of worker characteristics. Students are able to link 
their own interests, aptitudes, and other personal characteristics 4:0 those 
of the related Worker Trait Groups. This approach enables students to 
explore broad groups of occupations which paraller their own unique 
characteristics, before focusing^ in on specific occupations for more in-depth 
exploration. Concurrently, students are able to tie these groups 'Of occupa-% 
tions to their own course selection or leisure time activity preferences.^ 

While tfie Worlcer Trait, Group approach is based pn the Dictionary of 
Occupational Title:^ 4th Edition^ AEL has used it, in the^Car^r informSa- 
tion System) in a most innovative way as an organizing struCtui^ for. 
managing career information. I am very excited by this approach be&iise 
it is person oriented, in terms of how, the^'Mormation is presented and 
how it is used. • - 





Gorinne H.' Bieder 

Associate Director; 
Education and Work Group 
National Institute of Education 
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PREFAGE 



The Worker Trait Group Guide -fias been designed as a basic reference 
' for in tlie .Career Decision-MaMng Program developed by the Appar 
vlachia Educational Laboratory, (AEL), under fi^nding, from the Education 
and Work Group, Nati6nal Institute of Education^ The Worker Trait Cfronp 
Guide contains descriptive information about 12 broad Areas and 66 Groups 
of occupations. The 12 Areas^are related to the general work interests of 
. people. The 66 Groups are divisions -of the 12 Areas and represent clusters 
of occupations requiring similar worker characteristics. Because^ of thjs, . 
these Groups £t»^ called Worker Trait Grqups. ■ , ' ^ 

- The Worker Trait Group Guide may be used by itself as a source of infor- 
mation about the Areas and Worker Trait Groups, but will have maximum 
vaiue when used with other career exploration materials, Thj^ Worker-Trait 
Groups are iised as-the basic structjjpe for the Carejer becision-]\foking 
Program's Career Information System (CIS). In using the Worker, Trait 
Group Guide, you may go from a Worker Trait Group you hav| e3qplore<3 
to occupational information and other car^r information resources which 
are filed c^d/or indexed by Worker T^ait Groups.' Prior to the exploration 
of an occupation,' you should have an imdejstanding of the related Worker 
Trait Group arid be aWare of other occupations belongiAg'^o the Group. 

Hopefully, the Worl^er Traif Group Guide will assist you in the critical 
process of career exploration and decision-makjng, thus making it possible 
to become aware of and utilize your potential in seeking, identifying, and 
pursu^g rewarding careers; 



^David W. Winef ordner 

Director / 
.^vision of Career Guidance 

Appalachia Educational L^aboratory 
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INTRODUCTION 



All occupations in the world of work have been organized by the U. S. Department 
': \ of -Labor into twelve broad areas based upon the interests of workers. The occupations 
/ ! have be4n further organized into 66 different groups called Worker Trait Groups. The 
/ occupaiions in each Worker Trait Group include workers, with similar qualifications. The 

! Worker Trait Groups are based upon the following types of _ worker qualifications: 
• § .Level (si of general educational ^ 

• Aih^^ and . experience. . • 

• Types of activities preferred by workers. * . 

: / • Ability to Sbdjust tojzufferent types of working situations. : ' 

• Level(s). of aptitudes (ability to learn). _ 

• Physical capacities. - ^ \ ' 

• Level(s) of complexity at which the worker is involved with: data (forking with ^ 
information), people (working with people).' and' things (working with tools, ma- 

; . chinesi or materials) . : o^. - \- .■ \ 

The basis upon which the WOi^ker Trait C^FOups are. organized can ftelp you relate ^ 
yowr own interests, abilities, and aptitudes W occupations' reqWrements. As you use . 
. the Worker Trait Group Guide to explore' career fields or specific occupations, you shoul(^ ; 
keep the following in mind. The leverof .a^^^^ worker qualifications shown for eaphr. Worker 
Trait Group is the level related to - the average successful perf orrnance^f workers in. 
. the group/Some workers in occupations within a group may have higher qualifications. ' 
Other workers with lower qualifications can _ also be successful workers. Also, riof all; - 
qualificaliOns shown f oi? each group will apply to every occupation in the group. Keep 
• in mind that each Worker Trait Group describes a group of related occupations, never 

a single occupation. , ' , . , , : ^ .' " 

' The 6B Worker , Trait Groups in thQ Worker Trait Gro^ip Guide are based upon the Groups ' 
described in the Supplement to the Dictionary of Occupational Titles. The Worker Trait 
Group quide prbvides additional and' easier to read - information to help you in your 
career planning in the following ways: ; 

• Qain a geherca.understan^^^ \ \ 

' • identify Worker Trait Groups which n^elate to what you know about yourself, such 
... as your special inteipegts and abilities^ or the type of work you want to do, 

' Study- and explore groups of pccupations so that you ^become familiar ;\yith the 
. ■ qualificationV required and the training and experience needed. 

• -Learri' more about specific occupation's whi may interest you; I: ' .. ^ ' 
' • Learn about other occupations which may ^ be similar: to specific occupatioiis^ which; 
may interest you. , ..- _ 'v ■•, ■ ' - ' , ' - ' ■.^^V. 

ERIC : 




HOW TO USE TWe dUlDE 



■x The Worker Trajt Grpup Guide contains two major, sections^ the .^TV^orker Trait XSroup 
desci7|gittbn^ series c^; nine appendices, ^ > ' ? _ ■ 

;^ Each Work^ ^ ^ - 

'•-A\d^cription-of-^ . " ' . ./v- . 

• A list o£ yror^er^q^ / ^ ; " ■ 

• A list of occupations • ^ . / 

. Each of the appendices provides more detailed information to help you make hetter 
use of the Qualifications . Profile section in each^ orker Trait Group description. 
, The ^Worker Trait Groups are numbered fr^^ OLO;l: Literary Atts*^ through 12^^ 
Physical Feats. , The first two digits identify the Career Area (Q^U through 12) into which 

> the Worker Trait Group' falls. The last two (^igi'ts distinguish one? ^Yorker Trait Group 
^om"^- anqther withip the^ same Career Airea. The ^J^ker Trait Grbiups are described in . 
exa<5tly the same /hnariher to make it easier for yoif to. compare them. The following 
exa:niples |?how bne^of the WorkepJcTrait Groups' section by section to help you under-^ 
st«tfiS^ its pisanization and content. r " 




• Worker Trait Group nurhber^ 




Titfe of the Worker Trait Group 



01. of WTC 



L ITER ARy ARTS 



y-'tJareer Area coc 



(Artistic) 



mdicates position of Worker trait 
Group within pareer Area 
(First) .: 



Literary, arts include prose, poetry, stid 
(irama. Workers in this grQ\i^ write, edit^- 
analyze, or direct the production or publi- 
cation of some -type of literary art. Gom- 7 
panies which pufilish books, magazines, 
greeting cards, or newspapers employ / 
workers in this group. Jobs in the literary 
aits are also fou^ in the radio; television,, 
and motion' picture industries. Some ^■ 
writers are self-employed and sell their 
works to publiishers. 



■1 



>9r 



7- 



Brief general description .of -the 
.Worker trait Group's occupations 
and wprfc settings 
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WORK PERFORMED 



General description of the work per- 
formed by the workers in the group of 
occupations 



Specific description: each taslCusual' 
ly illustrates the work performed in a 
different occupation 




What would you do as a worker in this 
group? , . 

. You would express your ideas through 
-^ creative writing 6r would work with 
the writing of others. You would perform 
one or more of the following tasks. 

Write short stories; poems, novels, or 
plays. 

Writer copy for magazine, billboarcl, 
radio or television advertising. 
Write dialogue for raHicror television 
programs, or f or^^jjiotion pictures. 
1 Write a feature column* fbr maga- 
zines or newspapers. * 



WORKER REQUIREMENTS 

.... V ^ ^ ■ * 

What skills, abilities, ^nd interests would help you succeed in this 
kind of work? ^ 

. To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are imp(^rtant to every job. 

• Express original ideas or interpret the ideas of others- 
through writing. 

• Analyze writings for form/ style, plot, and artistic value. 

• Know the. rules of grammar and have a large vocabulary. 



A summary of the most 
important skills, abilities, 
and interests needed by 
workers In the group to 
perform well. , 
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CLUES 



A list of questions to 
help you decide if you 
hAve or can deveiop tlie 
skiils/ abilities, and in> 
terests related .to the 
group of occupations. 
Your perspnai exper* 
iences can help you 
answercthe questions. 



Do you hiiye or can you develop these skills, abilities, and 
interests?: / ' . ' ■ " , . v- 

Your answers to the fqllowihg questions will help you deddeJ 



Have you written book reports? Do you enjoy reviewing the 
writing of others? / ^ . - • 

Have you written an otigiriail story? Gan you%reate char- 
acters and situations that interest-^and entertaiin others? 




How can you prepare for and enter this kind o^f work? PREPARATION 

Jobs in this field require extensive writing experience. Working 
for the school newspaper or yearbook can. help you gain writing 
experience; Writing assignments in English and journalism 
courses can also help you gain it. Community colleges and uni- 
versities offer programs that help prepare for this work. Courses 
in English and creative writing develop important skills. Courses- 
in art, music, or drama helj(||fritics in these fields gain the needed 
knowledge and background. Editing jobs require several years 
of writing experience. 

Self-employed writers often use literary agents to help them 
find publishers. These agents make suggestions about writing 
topics and style, Pliblishers. may hire free-lance writers to write 
about a certain subject. To be hired, writers should, frequently 
submiTwriting samples to magazines and other publishers. Some 
employers require samples of published writings. . 



The training and ex* 
perience worf<er's need 
to enter the occupations 
in the group. 



OTHER 

CONSIDERATIONS 



Additional Intormatlon 
you woul^ need to con- 
sider --.V, 



JWhat elsMhould you, know about' t^^^ 

Most new workers in writing start with routine assignments 
-such as proofreading. FeW newcomers are employed as creative 

writers. - /■ ' . . ' -'-'f''' . ' ' • . ' 



-V — 



QUALIFICATIONS PROFILE 

The followfing information is a summary of the traits and 
qualifications related to the workei-s in this group. As you read 
it, try to relate your own ihterests, abilities, aptitudes.-and prefer- 
ences to these worker traits. 



How to use the Qualifica- 
tions Profile section of 
the Worker Trait Group 
description 



WORK ACTIVITfES 



See Appendix A of the Worker Trait 
Group Guide for detailed work activi- 
ty descriptions 



Workers generally prefer the following 
types of work activities. 
; .5. Activities resulting In recognitioh or appreciation from 
others. 

6. Activities involving the communicatibn of Ideas and 

information. ; 
8. Activities involving creative thinking. . , 
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WORK SITUATIONS 



Workers are willing to adjust to the 
following types of work situations. ^ 

3. Planning and directing an entire activity. 

4. Dealing with peopfe. 

5. Influencing people's . opinions, attitudes, and judg- 
ments. 



See Appendix B of the Worker Trait 
Group Guide for detailed work situa- 
tion descriptions 



See Appendix C of ttie Worker Trait 
Group Guide for detailed information 
on worker functions 
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WORKER FUNCTIONS 

These may be the most difficult ftmc- 
. tions workers perform when dealing with 
data, people, and things. 

Low Avg. High 
DATA. Synthesizing 
PEOPLE ■ □ □ - Speakirig/Signaling 
THINGS ■ □ □ - Handling 



r.. 



PHYSICAL DEMANDS 



Workers must be able" to perform the 
following types of physical activities. 
S Sedentary work. 

5. Talking and/or hearing. 

6. Seeing. 



See Appendix D of tfie Worker Trait 
Group Guide for detailed descrip- 
tions of the physical demands 
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See Appendix E of the Worker Trait 
Group Guide for detailed descrip-. 
tions of the working conditions 



WORKING CONDITIONS 



Workers need to adjust to the following 
. • ' ■ * ■ 

physical surroundings and working con- 



ditions. 
I Inside. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average Success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 

Aptitudes y Levels 

Mjiyv to High 
5 4 3 2 1 



G- General 
V- Verbal 



2-1 
2- 1 



See Appendix F of the Worker Trail 
Group Guide for aptitude definitions 



See Appendix G of the Worker Trait 
Group Guide for the GEO level defini- 
tions ' 



Specific description Illustrating the 
Worker trait Group GED level 



GENERAL EDUCATION 
DEVELOPMENT (GED) 

GED is the general level of learning -and 
reasoning acquired through schools, ex.- 

■ perience, or self -directed study. There are 
six GED levels, ranging from the most 
complex (6) to the simplest (1). The fol- 
lowing statement explains why these 
workers need the GED level 5. 

Workers applf logical thinking to express ideas through- 
creative writing. They collect or interpret information. They 

' may use their creative ability to edit or guide the work of 
others. These workers deal with abstract concepts such 
as styles and symbols. They also work with reference 
materials and typewriters. 



i Wclrkers usually g'airi' the compieijencies Occupations in this group may re(|uire 

and Gi'edenti^ls they n^d to entet, br ad- from 2 years up to and over 10 years 

varice.to oGcupations in this group through ' (SVP 7i 8, 9). , ; 
^prrri^l education and training progranis or " 

through work experience. Related High School Level Courses 



Pl^ARATION AND TRAINING 



Training Time 



Entry a ndi Advancement Information 

E-To enter some oceupatio.ns workers only need the 

■ required competencies and credentials. 
A - To advance to some occupations workers not only 

need the required competencies and credentials 

but also related work experience. 

Related^ Formal Training Programs^ 

Workers usually gain the competencies 
and credentials they need to enter occu- 
pations in this group in the following ways.^ 

C - College sthdies in\ English, literature, or compo- 
sition. 

\ T- Studies in English at ttjje community college level. 
3*'* NFT-'Some occuoations irt'^this group have .no related 
formal educdifon or training programs. 



s > 



The following high school courses are 
helpful in preparing for the occupations 
in this group. 

* ... 

Important Courses - / 

■ - ■ " ■ . - ./ 

. * ■ / 

► ■ . ■/ _ 

• Courses required for entrance^ to post high school 
formal programs. 

• Language Skills. Literature, Composition. / - 

Helpful Courses 

• Music, Dr&ma. . 




This sectiop describes the different 
v wgys by whj^h people can prepare for 
Uhe group's pdcupations. 'See Appen- 
dix H for deJfailed information. 



OCCUPATldhfS 11^ EJTERARY ARTS 



Selected list of occupa- 
tions belonging to -the 
Worker trait Group, Ad- 
ditional information and 
a complete . listing of 
these occupations may 
be found in the Die-* 
tionary of Occupational 
Titles (DOT) and its; Sup- 
plement.^See Appendix I 
of the Worker Trait 
Group Guide for more in:, 
formation. ' ' ■ 




These nunibers indicate 
the speciific worker func- 
tions (data / people / 
things) of the^ occupa- 
tion. See Appendix C of 
the Worker Trait Group 
Guide for details. ! 



01. 

■ARTISTIC 

This is an interest in creative!' expression of feelings/ 
or ideas; » 

You can satisfy this interest in several of the creative 
or performing arts fields. You may enjoy literature. Perhaps 
writing or editing would satisfy you* You may prefer to 
work iijt the performing arts. You could direct or perform 
in drama, music, or dance. You may enjoy the^^ visual arts. 
^You could find, a job as a critic in painting, sculpture, or 
ceramics^ You may want to use jfour hands to create or 
decorate products. You may also prefer- to model or develop 
entertaining acts. 



01.01 
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ARTS 



tirferary arts include prose, poetry, and. 
drama. Workers in this group write, edit, 
analyze, or direct the production or publi- ^ 
cation of some type of literary art. Com- 
panies which publish books, magazines, 
greeting ^ cards, or newspapers employ ~ 
workers in this groiip.. Jobs in the literary 
arts, are a\so found in the radio, televisionj 
andl motion picture indtistries. Some 
writers are self-employed and sell their ■ 
works to publishers." 



WORK PERFORMED 

yVhat would you do as a worker in this 
group? 

American Telephone and Telegraph Co. 



You would express yoyr ideas tbroiigh*' 
creative wfiting or you would work Svith 
the writing of others. You would perform 
one or more of^the following tasks, ^ 
V • Write short stories, pqems, novels,. or 
plays. 

• Write ^9py for n^agazine,, billboard/ 
-radio orHelevision advertising. , K. 

• Write dialogue for radio oi" teleyifeioii 
programs, or for 'motion pictures. • 

• Write a feature colunrm for miaga- 
' . zines or newspapers. * V ' ■ 

• Write reviews of literary- -wprks or 
artistic performances. v 

• Edit the writing of others. . , 

• Develop ideas'and set policies for a 
publisher. 




Writing novels often requires a great deal of research to' insure accuracy. . 

«■,'•■'. ■ . ' .■».■. ' ■ , , " . ■ 

yVhat skills, abilities, and interests would help you succeed in this j. WORKER 
kind of work? REQUIREMENTS 

To-do this type of work^ i^QU should have the abUtt^ 
\ - the skill to perform;; and: the interest in doing.most of the ¥(^io\^ 

• Express original ideas or interpret the ideas of others 
through writing. : ^ . 

• Analyze writings for form, style, plot, and artistic value. 

• Know the rules of grammar and have a large vocaljulary. 

• Edit or critique the writing of others. - ■■ 

• Create advertising copy that will a^trac^ readers, viewers, 
or listeners.* < • 

• Plan and direct the work of a staff of writers. , 



Do you have or can you develop these skills, abilities, qpd 

interests? . - - 

Your answers to the following questions will help you decide. 

■ ■ ■ ■ ■ ■ 

' • Have you written book reports? Do you enjoy reviewing the 
writing of others? * , 

• Have you written an original story? Can you create char- 
. acters and situations that interest and entertain others? 

• Have you written poems? Do you enjoy reading or writing 
poetry? 

• Have you edited or written feature articles tor a school 
paper or yearbook?^ • 

Have you played word games or solved crossword puzzles? 
Do you haviB a large vocabulary? 
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How can you prepare for and enter this kit^ of work? ^ ^ 
Jobs in this field require extensive writing experience. Worknlg 
for the school newspaper or yearbook c^ help you gain writing 
experience. Writing assignmentkJn, English and journalism 
ccJtirses can also help you gain it. Community colleges and uni- 
versities offer prograrns that help prepare for this work. Courses 
in English and creative writing develop important skills- Courses 
in art, music^or drama help critics in these fields gain the needed^ 
knowledge and background. Editing^ jobs require severed^ years 
of wrhing experience, 

Self-employed writers often use literary agents to help them , 
find publi^shers. Thes^ agents n^ake suggestions about writing 
topics and Style. Publishers may hire f^ee-lance writers to write 
about a certain subject. To be hired, writers should frequ^ihtly ^ 
submit writing samples to magazines and other publishers. Som'ey 
employers require samples of pubjished writings* 



PREPARATION\^ 




What else should you know about these jobs? 

Most 'new workers in writing start with routine assignments 
such as proof reading/ Few; newcomers are employed as creative 
writers. ~ 



OTHER 
CONSIDERATIONS 



The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
% try to relate your own interests, abilities, aptitud^, and prefer- 
ences to these worker traits. 



QUALIF1CATI0>JS 
PROFILE 



\ 
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WORK ACT;]ivm^s V;; 

- . . . - * * . * ^ • .• ' " ' '* ' ^ 

-t. Workers generally prefer the follQwinjg 

work; activities, ^ 
>5: Artivities*^esultin£^^ recognition or appreciation from 

others. ^ • ; * • : V • « 
6, Activities iavolving the commiinlcation of ideasrand 

information/ \ ^ 

8. Activities involving creative thinking. 



WQRKt SITUATIONS 



• • Workers are willing i» adjust to the 
; followin^Ypes of work situatipns. 

3. vflanning and djrectirig an entire activi^^ 

4^ 'Dealing'* with people. i 

5. Influencing people's opinions, attitudes, .and jud^-\;' 

ments.. .is 
7:' Making decisions using personal judgment. / 
^ 9/, Interpreting and expressing feelings/ ideas/ . or tfacts. 



Liter ARy arts 



WORKING CONOmONS^ ^^ - ■ 

Wprkfers need to adjust to the foUpwing 
physical surroundings and- working con- 
ditions. _ 
I Inside. ■ ■ v. . 



AlPTITUbES 



; I These levels" of- aptitudes (ability ^ to' 
learn) are related to the average sucoess- 
fjul- performance of workers in thiis group. 
Levels are rated on a 5 to 1 scale. 

I ' Aptitudes Levels 

^ - ' . Low V to High 

V - ' ■ .5 - ■4-: 3 2 l "' 

"g -General \ • . 2-1 

.V- Verbal; . • ,. '2-1 



WORKER'FUNCTIONS 



These may be the most difficult func- 
tions 'Workers perform when dealing! with 
data, people, and things. . 

•> . . V Low Avg. High 
DATA JJ □ - Synthesizing '' , 
PEOPLE ■ □ □ - Speaking/Signaling, 
THINGS ■ ,□ □ - Handling ■ 



PHYSICAL DEMANDS 

Workers must be' able to perforft' the 
following types of physical activities, 

.' S Sedentary work. 
. ; ' 5. Talking and/or hearing. 
6, Seeing. 

ERJC 



GENERAL EDUCATION . 
DEVELOPMENT (GED) . 

GEI^ is tjle generaj level' of learning and 
reas6ning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED ' li^vels; :,rkhging from the riio^ 
complex (6) to the simplest (1). The fol- 
lowing statement explains why these 
workers need the GED level 5- . 

Workers apply logical thinking, to expres.s ideas through 
creative writing. They collect or interpret information. They 
may use their creative ability to edit or guide the work of 
others. These workers deal with abstract concepts such 
as styles and symbols. They* also work with reference 
materials and typewriters. 
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PREPARATION AND TRAINING 

Workers usually gain the competencies . 
and credentials they need to enter or ad- 
vance to occupations in this group through 
foimal education and tr£iining programs or 
thrpug:h work experience. 

Entry and Advancement Information 

E-To enter some occupations workers only need the 

required competencies and credentials. 
A - To advance to some occupations workers not only 
need the required competencies and credentials 
but also related work experience. 

. . -■..'> ' ■ . " 
Related Focmal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occu- 
pations- in this group in the following ways. 
' C - College studies in English, literature, or compo- 
sitiohV 

T - Studies in English at the comnlunity college level. 
■■ NET -Some occupations in this group have no related 
formal education or training programs. 



Training Time 

■ r . ■ . •■ ■■" 

Occupations in this group may reqtiire 
from 2 years up to and over 10 years 
(SyP 7, 8, 9). 



■n ■ ■ • •• ■ 

Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 



Important Courses 



• Courses required for^ entrance to post high school 

formal programs. 
(.Language Skills, Literature, Composition. _ - 



Helpful Courses 
• Music, Drama. 



OeCUPATIONS IN LITERARY ARTS 



Copywriter 
Critie . 
iEdltor,BMK 
Editor, Film 
EdltMT, Publtortioin 
EdKorial Writer 

ProduMr 

Writer, Prose, Fiction end Nonficthm 



131.067-014 
131.067-018 
132.067014 
962.264010 
132.037r022 
131:667-022 

-istoe^osa 

i87.16M74 
131.0673046 
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ARTS 



Visual arts incluxJe drawing, painting,^ 
.sculpture, ceramics, photography, and-de- 
: signV Advertisin agfeies, printing and 
publishing firms, art schools, and depart- 
ment stores employ visual artists. Tele- 



vision and motion picture, studios and 
industrial firms also employ these Ayorkers. 
Some artists are self-qmployed. They may 
teach or may' sell their work themselves or 
through an ageqt; 



■Cornell University 



WORK PERFORMED 




Art instructors use existing wor'ks of art to train 
students in visual arts techniqufes. ^ 



What would yoij do as i worker in this 
group? 

Yoij would use^ your talent to create 
visual art that expresses your ideas 
feelings. You would perform one or :^re : 
of the following tasks. 

• Paint or- draw landscapes, portraits, 
or still life. . 

• Design and liecorate movife 6v tele- 
vision scenery. . 

• Design store window displays. 

• Create designs used in ^weaving doth 
/. or decorating pottery. 

• Photograph people, places, or events 
for a magazine or newspaper. 

• Plan advertising layouts for depart- 
ment stores. 

• Di'aw cartoons for animated movie 
features. . 

• Shape wood or stone into artisitc 
forms. 

• Instruct art students.- , . 



erJo 
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What skills, abHities, and interests would help yoU succeed in this 
fdndofwork? 

, To do this type of work, you should have the ability to learn, 
i theiskill to perform, and tJi^ interest in ^oing most of the follow- 
ing it^ms^ Not aU.itenis are importcmt to ^^^^^^^^ ■ 

• 'Create visual , artw painting, sculpture, or 
photography? - . ^ , 

• Form a mental imaW of.4fiW shaoes and f ornis can be com- 



WORKER 
REQUIREMEriTS 



bined iand arranged in'^rf artistic way. 

• Recognize different shades and tones of color. 

• Hlbve the eyes, hands, and fingers ?kil.lfully to use brushes, 
. .'• pens;^^!^ 

. : . Tea^ various art fomis. ° 5' , 

ERIC ^ ' 



CLUES / Do you have or can you develop these skills, abilities, and interests? 

. - > "ioiir answers jtb the following questions will help you decide.; 

v;' ■■ ■ . . '■ '"'T''-"^. ' ■'■ ■ • ' ■' ' .. ■ . . ' • ' '. .' . ■ ■ ■ "'> 

, • Have you taken art courses or private lessons? Were your 

• ' works' selected for dispky or competition? Have you won 

• , ; lany awards for artwork? 

• [ . ■ • Have you painted scenery foF plays? Did the scenery achieve 

• . the desired effect? - 

\ . • Do you paSnt or draw as a hobby? Do others admire your 

.■^'tv-:v..\:.^/- ■ ■■ ■ . -work? \ ' '. ' 

• Have you taken photographs for the school paper o'r as a 
>. v/ hobby? *Do you try to get the best possible arrangement, 

lighting, and exposure? , ' • 

; ^ . \ • Have you visited art shows and galleries? Do you regularly 

; : " ^ ^ ■ " read articles or^ magazines about |irt? > 

• Have you modeled objects from clay or carved figures from 
.1^.,-:: '2 -i wood or soap? Do you enjoy creating designs and figures? 
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How can you prepare for' and enter this^kind of work? 

Most workers in this '-field specialize in .one art form. Some 
people with exceptional talent become artists with little or no 
formal training. . However, training is often needed for employ- 
xnent. : 

• A college degree in fine arts or commercial art is one type of 
preparation. Some ar14sts earn a two- or three-year degree at an 
. art institute. Study with a private instructor often provides added 
training. Jobs in appraising or restoring art objects require a 
background in art histbry. Artists need to know the chemistry of 
paii^ts and protective coatings to restore artworks. 

Some employers hire talented persons with vocational school 
or junior college training in commetcial art or photography. 
These workers are trained on the job. They are assigned more 
difficult work as they becbme ready for it. Industrial design jobs 
requit^lirtistic and engineering skills. Workers in these jobs need 
these skills to make scale drawings and to ' illustrate technical 
ihformiation. To be hire(i. artists must- show samples or photo- 
graphs of their work. 
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PREPARATION 



What else should you know about these jobs? OTHER 
A^ who can create\artv<^ork Jri a variety of art forms can CONSIDERATIONS 

find employment moi:e easily: 
Many free-lance afiist^ hold jobs in related art » fields, unt^^ 

their work is 



The' following inf.orm^bri is a summary of the itlraits and i 
qualifications related to the workers in this group. As you rekd i 
it, try to relate your own ipterests, abilitieis, aptitudesi and prefer- , 



ences to these worker traits, 
o ■ 



QUALIFICATIONS 
. 'PROFILE 
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WORK-ACTIVm£S V 

Workers generally prefer the following 
types of , work activities.^ 

6. Ap^ivittes involving the iommitnication of ideas arfd 
informationr S \ 

8. Activities involving creative thinking. 

y ■ ' . . 

WORK SITUATIONS 

^ Workers are willing to adjust to the 
follouilng types ofv work situations. 
3- Planning and directing an entire activity. 
4, Dealing with people. 

7. Making decisfons using personal judgment. ' ■ 

-9. Interpreting and expressing feelings, ideas, or. facts. 

■ . "I ■ . '» 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. y 

Low Avg. High / > 
DAWf . □ □ ■ -Synthesizing : ' 
■ P^LE ■ ■ □ ' □ - Speaking/Signaling 
THINGS □ p ■ - Precision Working 



PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physical activities. 
S Sedentary work. 

L Light work. ; 
4^ Reaching, 'handling, fingering, and/or feeling. • 
5. .Talking and/ or hearing. •; 
•6; Seeing. 
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WORKING CONDITIONS , : 

Workers need to adjust to the following 
physical surroundings and workiitig con- 
ditions. 

1 Inside. ■ ' 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performances of workers in this grbup. 
Levels are rated on a 5 to 1 scale. 



Aptitudes 



Low 
5 



Levels 

to: 
4 3 2 



High 

1 . 



G - General 3-2 

S - Spatial ' : 2 

P - Form Perception 2 . • 

K - Mot66Goordination 3-2 
F - Finger Dexterity .. 3-2-1 

M - Manual Dexterity 3-2, 
C - Color "Discrimination , 2 . 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) ' ' 

GED is the general level of learning and 
. reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
^ most complex (6) to the simplest (1). The. 
following statement explains why these 
workers nieed the GED level 5. -a 
Workers use logical thinking and creative talent to 
, draw, paint, sculpt, or photograph ' people or objects. 
They interpret technical instructions. They -u$e imagi-. 
nation and creativity to deal with abstract artistic-^ con- 
cepts and forms. They afso use concrete materials such 
as art supplies. 
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PREPARATION AND TRAINING 

Workers usually- gain the competencies 
and credentials they need to -enter of ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

Entry and Adviancement Information 

E- To enter some occupations workers only need the 
. required competencies and credehtials. 
A - To ajdvance to most occupations worlters hot only, 
need the required competencies and credentials 
* but«also related work experience. 

Related Formal Training Programs 

Workers usually gain the competencies 
and credenticils they need to enter occupa- 
tions in this group in the following ways. 



C- College studies In studio arts or graphic arts. 
T - Courses in studio or graphic arts at community 

colleges, technical schools, and prjvate art schools. ^ 
V-iVocational courses in graphic arts or drafting. 
NFT-Some occupations in this group have no related 

formal education or training programs. . 



Training Time ;> 

Occupations in this group may require 
from 2 yeSs up to /and-i$)ver 10 years 
(SVP 7, 8, 9). < 

■ ^ iv 

Related High School Level Courses /\ 

■■ • . ■. ■ .. "'^ X; . ' ; ' 
The following high school courses kre 
helpful in preparing for the occupations in 
this group. 

• Courses required for entrance to post^ high school 
formal programs. 

• Art 



; Aodlchtoal Productibn Sp«da|ist : 



OGCUPATIONS IN VISUAL ARTS 



14L031-010 
142.031-010 
149.0161-010 
14llOi61-010: 
142.061-014: 
142.061^018 
»141.08;rpl4 
141;067-010 

;298.d8j-pio; 

141.061^014 
I42.081>010 
142.081-014 
• 141.061-0J8 
141.061-022 
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Drama, .as usefi Here, includes, plays, 
musicals, readings, pahtomimes^ and simi- 
lar performances. Tasks in this grc^up in- 
clude performing, teaching, and directing. 



Radio stations, television and motion pic- 
ture studios, and theaters employ work- 
ers in this group. Schools and colleges also 
employ some of these workers- 



Columbia Artists Management, Ipc. 




A rhime uses body gestures and facial expressions to 
tell a stor7 .to ^ah audience. 



WORK PERFORMED ' . 

What would you do as a worker in this 
group? 

You : woiild use words and actions to 
pl^y a role or entertain ah audience, or 
you vvould- help others with their roles. 
, You 'would perform one or more of the 
following tasks. . 

• Act in a play or movie. 

• Present a comic or dramatic monolog 
V in a riight club or on a television Show. 
^ Do a pantomime using only body 

movements and facial expressions. 

• Instruct others in acting methods. 

• Direct actors and others in a play or 
movie. 

• Read announcements or commiercials 
for radio or television. 



:RIC4 
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. What skills, abilities, and interests Would h^lp you succeed in this 
idndof worl(? 

/To do this type of work, you should have the ability to learn, 
the skill to perform, arid the Intercast in doing niost of the follow^ 
ing items. Not all items are important to every job. ' 

• Express Ideas and emotions through facial repressions and 
body motions. ' y' ■ ' • 

c« Perform audienpe wiih poise and self -confidence. 

• iSpeak dearly and loudly. v ^ T ^ : - - ; ; ^ 

• Memorize dialo^cf. 
V IMi^ct act6rs and instruct dra^ 



; ^The ability to rejat© to ' 
- ' an. unseen audience la , 
\ \lmTOrtant In radio 

... M : , 
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REQUIREMENTS 



The Univorsity of Alabama 




. Taking part. In speech contests .can help you gain poise and self-confidence 
before an audience. . ' 

CLUES • Do you have or can you develop these-skillSrabiiH 

Your answers to the following questions will help you decide. 

• Have you, attended plaj^ or movies? Do, you enjoy them? 

you judge the quaUty of 
: ' • Have you been on a debate team? Have you taken part in. 

- a public speaking contest? / V " 

• Have you performed in a school or community theater 
V groiip? Did' you enjoy the experience? 

^ ' • Have you been a master of ceremonies for a school event? 
, Were you at ease before the audience? 

5 • Are you able to meniorize easily? Can you remember lines 
; and Cues wheri you perform before an audience? 

; • Have^ou had courses in sjaeech? ]5id you enjoy th^? 
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How can you prepare for and enter this kind of work? 

^orkeR? in this group must have both training and experience 
in 'the dramatic arts. High school speech classes, debate pro- 
grams, and plays provide valuable training and experience! Col- 
lege offer programs in drama or communications leading to 
bachelor's and master's degrees. These programs include courses 
in speech, pantomime, acting, and directing. Specia^l schools and 
theater groups also offer training in the dramatic arts. 

Ex^rience in mainy productions is very important. Community 
and college; theater groups provide experiences for the amateur. 
Dinner theaters, summer stock companies, and repertory groups 
provide part-time :;and entry jobs." 

Jobs in directing require extensive experience. Dramatic coach- 
ing and college teaching often require advanced degrees in dra- 
matics. High school teachers of drama, speech, or cohmiunica 
tions must meet state licensing fequirements. 
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(What else should you know about these jobs? ^ 
Dramatic artists, often have demanding work schedules. Re- 
hearsals and performances may start early and nm late fevery 
day. Frequent travel may be necessary. 

College teachers, theatrical agents, and radio and television 
; station managers often know about job openings in the dramatic 
arts. Conmiunity theater members may have professional experi- 
ence. They may be willing to advise people who are interested 
in this field. 

\Vork assignments sometimes depend upon a person's voice or 
physical appearance. Dfistinctive physical features may be an 

asset. . ' • ■ ■ ; . ... . ■ 



OTHER 
CONSIDERATIONS 



. The following information is a smnmaryi^ofJthe traits and 
qualifications related to the workers in this group. As you read 
it, try . to relate your own interests, abilities/^ptitudes, and 
pref ef ehceslio. th^^^ '. 
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WORK ACTIVITIES 

Workers generally prefer the following 
types of work activities. 

5. Activities resulting in recognition or^ppreciation from 
others. 

6. Activities involving the communication of ideas and 
information. 

8.' Activities involving creative thinking. 



WORK SITUATIONS 

Workers are willing to adjust to the 
following types of work situations. 
'3. Planntng''and directing an entire activity. ' 
4.- Dealing with people. ^ 
i. Making decisions using personal judgrnent , 
9. Interpreting and expressing feelings, ideas, or facts. 



pERFoRMINq arts: dRAMA 



WORKING CONDITIONS 

Workers need to adjust to the following 
physical surroundings and working con- 
ditions. 
I Inside. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this ^oup. 
Levels are rated on su^5 to 1 scale. 

Aptitudes Levels 

Low to ;High 
5 4 3 Z 1 



G - General 
V- Verbal 



2 
2 



.WORKER Functions 

These may be the most difficult func- 
tions workers perforitn when dealing with 
data, people, and things. 

/ . • Low Avg. High - 
DATA ; : / □ □ ■ -Coordinating 
PEOPLE - . □ ■ □ -Diverting 
THINGS ■ □ □ -Handling' 



PHYSICAL DEMANDS 

Workers must be able to perform the 
following: types of physical activities. 
L Light work. 

, 5. talking and/or hearing. 

l67~Seeing: " ~" 



GENERAL EDUCATIONAL 
bEVELOPIVlENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. Therie are 
six GEp difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 5. 

Workers apply logical thinking/ technical knowledge, 
and creativity to communicate a role or thought to an 
audience through words or actions. These workers give or 
interpret a variety of instructions, presented in written or 
spoken form. They deal with abstract variables such as 
emotional portrayal and concrete variables such as stage 
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Training Time 



Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

Entry and Advancement Information 

E-To enter some occupations workers only need the 
required competencies and credentials. 

A -To advance to most occupations workers not only 
need the required competencies - and credentials 

. but also related work experience ■, 

■ * ■ 

Related Formal Training Programs 

Workers usually gain the competencies 
and credentials they need tq enter occupa- 
tioiis in this group in the following ways. 
C - College, studies in speech or dramatics. 
;'riFT -Some occupations in this group" have no related 
formal education or training programs. 



Occupations in this group may require 
from 1 year up to and over 10 years 
(SyP 6, 7, 8, 9). • 

Related High School Level Courses 

■ ■■■■■ 

The following high school courses are- 
helpful in preparing for the occupations 
in this group. 

Important Courses 

• Courses required for entrance to post high school- 
formal programs. 

^ • Speech 

• Drama 

Helpful Courses 

• Music ■ '■ 



OCCUPATIONS IN 
PERFORMING ARTS; DRAMA 




Announcer . 

:Comedliin /; \ ./v;--;'' 
CQRimuflic^tions Tecfaniciin 
ptret^r. Motion Picture r^^^: 

^DistJockqr :'. ■■ 
rlkainatfc toii*^',;:;^ 

" toacfier/Drama 



150.047-010 

(159,147^0101 : 
159.047-014 

■t;fi:i962.362v010.;. 
^^I59:067-bl0. 

^iscow-oifil- 

159.i47-014 

: ^1^7-010 ' ; 
i50.027.Oi4 
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pRMiNq arts: music 



Music, as used here, includes playing an 
instrument, singing, arranging^ and com- 
posing. Teaching miisic and directing musig 
groups are also included. Workers in this 
group can find jobs in theaters, television 
and radio stations, concert haUs, or wher- 
ever music is performed. Schools ^and 
colleges, recording studios, and music 
publishing companies also employ these 
workers. , 



WqpK PERFORMED 



What would you do as ^ wbrkef in this 
group? 



You Would Qpress ideas and feelings 
through music, ^'i?'6u would petform one or 
more of the^ following tasks. 

• Sing alone or with others before an 
audience. ■ 

• Play one or more instruriients in a 
musical group. 

• Perform solos on an instrument such 
as a piano, violin, or harp. 

• Direct a choir, band, or orchestra in 
rehearsals and performances.^ " 

•i' Arrange vocal or instriimeQtal music 
tor a person or group. 

• Compose background 'music for a 
movie or televiision shpw. . 

• Acfonlpany a singer or singing groupli 

• Teach vocar or instrumen1^\^mij^ic. 




ERIQ 



The chance to give la'Soio performance iij piten reward enough for years of daily 
practice. > O^j 



pERfoRMiNq arts: music 



WTC 




VyMt skUISrabilitie^ would help you succeed in this 

kind of work? 

To do this typ^ of /wbrk, you shoiild havis the ability -to learn, , 
.. ttie skjll to perform, and the interest in doing most of .titfe fpllowr 
ing items.. Not all items are important tp every ^ob. " . 

• Spend long hours, developing and> perfecting your, talent 

• Move the eyes, hands, and fingers skillfuUy to plaiy an ihstru^ 
ment'' ■• '. V. ' :■■ . ■ ■ " 

^ • Know tfiUsical theory. 

• .Compose or an:ange music. 

V ^ • Perform before an audience with poise ^and self-confidence. 
7 • Teach or direct others to improve their musical skills. 



WORKER 
REQUIREMENTS 
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pERfoRMiNq arts: music 



poyou have or can yoM <leve|op these skills, abilKie?, and fnterMte? 

Your answers to the following questions will help you decide. 

• Have you had lessons in singing or in playing ah instrument? 
Did you practice regularly? Did you take part in musical ^ 
recitals? \ 

• Do you have a good ear for music? Can you tell when ia 
singer or instrument is off-key? . ' 

• H!ave you sung in a school or church choir? Were you bhos^ 
for a solo? . s ■,. ■ ' / 

• Have you played in a school band or' orchestra? Can you 
readmusic? .. . - 

• Have you composed or arranged vocal or instrumental . : v 
music? Have you directed a musical group? ' 





ERIC2 




pcnfoRMiNq arts: music 
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How can^you prepa^ lor a^^^ this kind of .work? : 

Instruihi^tsd irn^^^ 'usually start traiaing in •elementary - 
schooL.ypfhey • usuaGQy stu during mp^t of their working life. 
■ Hours of practice are required each day to develop and maintain :• 
musical -skiUs. Playing in a band or orcihestfa provides valuable's 
experience and Iraining. '. 

Vocal -musicisms. usually start training , vvhfenever their voices ^ 
mature'.^Takirig part in^ school .musical plays and programs or 
singing in ai choii^ prbvides good training and ^experience. Vocal 
piusicians also ^eed a' practice daily. >. . 

guch d^Hy ^jfaf^tirp also helps these. .^ ^ maintain and 

improve thdr skills in 'reading music. ~ 

Musical" study in college, at a conservatory, or with private 
teachers is helpful^ Formal courses include musical theory, com- 
position, conducting, and voice or instrumental instruction^ Ar- 
rangers, composers, and conductors need advanced .training iri 
these subjects. They must also have eJcpefiehqe in performing. 

Mysicians depend upon their skill and experience to find em- 
ployment. Teachers in schools and colleges must meet educational 
and licensing requirements as well 



PREPARATION 



■ ■ . " ^ •. ■f'W'^ 

What ejse should you know about these jobs? 

The quality of vocalists' voices may change with age. As a , 
resulfj these workers .often have a short working life. Sometimes, 
personal singing styles become outdated or unpopular. . 

Singers who caii^also dance or actJare preferred for some jobs. 
Some employers prefer musicians iivho, play several different 
instruments. 



OTHER 
COrH^TDE^tlONS 



•:■■■» 




' 7'he foilb>j'in.& information . is » a summai^ of the tr ail 
qualifications related to the workers in thi^ group. As Jf^^read 
it,* try to relate your own interests, ^biiities, aptitudes, and 
preferences to these worker traits, ' , 
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^WdRK ACTIVITIES 



. Workers generally prefer the follpwmg 
types of work activities. 

5. Activities resulting in recognition or appreciation frorp 
.'. others. 

6. Activities involving the communication of ideas and 
information. . ^ 

8. Activities involving, creative thinking. ,\ . 



pERFoRMiNq arts: IVtUSIC 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
Jng physical /surroundings and working 
conditionsv 
I Inside. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 



Workei's are willing to "adjust to the 
following types of work situations. 
3. Planning and directing an entire 'Activity. 
4; Dealing with people. 

7*; Making decisions using personal judgment. 

9. Interpreting and expressing feelings, ideas, or facts^ 



fill performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 



Aptitudes 



Leirels 

Low to High 
5 4 3 2 1 



WORKER FUNCTIONS 

These may be^ the most dilRcult func- 
tions workers perforno when dealing with 

■ - n V.I- 

data, people, and things. 

Low Avg. . High 
DATA □ □ H. -Synthesizing ■■ . 

PEOPLE □ ■ □ -Diverting 
THINGS : □ □ ■ - Precision Worl<ing 



G- General 


3-2-1 


v.- Verbal" 


3-2.-1 


P -^ Form Perception 


3-2 


Q - Glerical Perception 


3-2 

* 


K - Motor Coordination 


■ ■ 2 


M - Manual Dexterity , . ' '- ^ 


' 2 


F - Finger Dexterity 


2 


E - EyerHandTpot Coordination 


" ' 2-1 



PHYSICAL DEMANDS 

Workers must be able to perform, the 
following types of physical activiti'es. 
I 
4. 
5. 
6. 



Light worl<. 

Reaching, handling, fingering, and/or feeling. 
Talking and/or hearing. 
Seeing. 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GEO) 

GED is the general level of learning and 
reasoning acquired through schools, . ex- 
perience, or self-directed study. There are 
si^^OED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 5. ' 

Workers in this group sing, play an instrument, arrange 
and compose music, or conduct or' direct the efforts of 
other musicians. They interpret instructions presented in ; 
spoken or symbolic form. These worker^, tleal with' con- 
Crete and abstract variables, such as musical instruments, 
and music theory and composition. 



pERFoRMiNq arts: music 



PREPARATION AND TRAINING 

Workers usually gain , the competencies 
ana credentials they need to enter or ad- 
vance to occupations in this group throiigh 
formal education and training programs 
or through work experience. 



WTC 
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Entry , and Advancement Informa'tron 

E-To enter some occupations worl(ers only need the 
required competencies and credentials. 

A -7 To advance to most occupiatio.ns workers not only 
need the requiredftgompetencies and credentials 
but also related work experience.' 



Related Formal Training Programs 

Workers usually gain th^ competencies 
and credentials they need to. enter occupa- 
tions in this group in the following ways. 
G- Advanced college studies in directing, composing, 
or arranging music.!^'^ . 
' C --.College studies in music. 
NFT -Sbme occupations in this group have no related 
formal education or training programsr 

Training Tinie 



Important Courses 



• Courses required for entrance to post high school 
. formal programs. 

• Music " ' '■ 



IHelpful Courses 



• Drama 



Occupations in this group may require 
from 2 years up to and over 10 years 
(SVP 7, 8, 9). 

Related High School Level Courses 

■ ' ■ ■ ■ ' , ■ ' ■ ■ 

The following high school courses are 

helpful, in preparing for the occupations 
in this group. 



OCCUPATIONS IN 
PERFORMING ARTS: MUSIC 



Arranger 

Choral Director ' v / 
Conductoo OrchiBslifa:; 
. Composer V-.''' 
Miuidanjfistntment«r; 

■Slni|pur-:r;v 
lendit^U Music 
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iNqARTs: 




Dance, as used here^ include compos- 
: ;ing> . perf orraipg, or teaching rhythmic 
body movements. Television and movie 
situdiosi'Ttheatei's, and iiighL clubs eiiipk 
workers in this group. Schools and col- 
'leges may also employ these workers. 



WORK PERFORMED 

What would you do as a worker in this 
groiip? 



Ypu would dance alone or with a group 
before an audience. You would teach or 
direct others who dance. You .would per^ 
"form one or more of the following tasks. 

• Dance in a chorus Krie in a theater ' 
or Jiight club. 

• Compose dance routines for a stage 
or television show. 

• Perform with a ballet troupe, , 

• Teach dancing in a studio, a college, 
or high school; 

• Direct dancers in a musical '§how* 



University of Illinois Krannart Center for the Performlns Arts; 



signs of dancing talent. 



What skills, abilities, and interests would help you succeed in this 
kindofwprk? ^ : 

To do this type of work, you should have the Ability to learn, 
the skill to perform,. and the interest in doing most of the f ollow- 
; ing items. Not all items are important to every - job. 

• Use active physical motions during rehearsals and - per- 
formances. ' , /■ 

. . • Memorize dance routines. ' 

• Move with grace and rhythm 

; • ;Cbordiriate body movements to music. . 

•' Perform before an audience with poise sind self-confidence. 

• Demonstrate dance^techniques to others. 

FRir 



WORKER 
REQUIREMENTS 



) 



CLUES 




pERpORMINqARTS: cIaNCE 



Do you have or can you develop these skills, abilities^ and intere^tsf 

Your answers to the following questions will help you decide, . ; 

• Have you attended danci&s? Can you lead or follow daiice 
steps easily? ;Can you teach dance steps to others? V / 

• Have you marched in a band? Have you b^en a mpmb^of 
a drill team? Do you have a sense of rhythm? ; 

• Have you taken dance lessons? Have you danced in recitals 
or community shows? Do i^ou enjoy this kihg of activiia^t • 




'c.•;/■■;:o^.•.^i^^^^:■'.W/-v•-;.■v;■lv■l V^^^j'^^ 




er!q. 
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How can you prepare for and enter this kind of work? 

Dancers often stiart training at preschool age. They dontinuer 
the training through most of their working lives. Hours of prac- 
tice are required each day to develop and maintain dancing skills. 
Private dance studios usually provide the training. Elementary 
and high school physical education and music classes offer helpful 
experience; i": . ■ \ 

Colleges, dance academies, and theater art schools offer two- 
to four-year programs. These pirograms include courses in the 
techniques, theory, and history of dance. Students. also learn how 
-40^inter pr Gt -aHd-eenvey^eHFneaning o f a - story to a n audience.- 



These programs can help students specialize in certain types of ^ 
dance. Schools cooperate with professional dance companies to 
provide performance experiences to the students. 

Competition is great for jobs in this field: Dancers depend on 
their skills, experiience, and available joDs for employment. Dance 
instructors need to be able to learn and teach popular dance 
steps. Chorus line and theater jobs require experience and skill 
in different types of dancing'. Training in drama or music often 
increases chances for employment. Ballet and modern dance 
companies require extensive ejcperience and unusual talent. 
Choreographers compose and arrange dance^ movements to 
accompany music. These workers, as wiell as dance instructors,- 
must have a lot of performing experience. Teachers in schools 
and colleges must meet educational and licensing requirements. 



What else should you know about these jobs? 

The physical demands of dancing are strenuous. The working 
life of a professional dancer is relatively short. Related or other 
occupations should be selected before a dancer retires. ■ 



01.09 

PREPARATION 



OTHER 
CONSIDERATIONS 



The . following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try: to relate your own interests, abilitiesT, aptitudes, and 
pi'eferences to these;, Worker traits. 
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pERFoRMINq arts: dANCE 



Workers generally prefer the following 
types of work activities. 
5.. Activities resulting in recognition or appreciation from 

others. ^ '. [■;:' ■ 
. 6.. Activities involving th6 cammunication of ideas, and. 
. information; . 

8. Activities involving creative thinking. 



1/V O R K SlTUA TtONS^ — ' - ■., ' ; " 

Wprkers are willing to adju^tJiQthe^ 
following types of work situations. 
3. Planning and directing an entire activity. 
4- Dealing with people. ' • 
7.:. Making decisions using pet^JSnal jiKfgment. 
9^- Interpreting and expressing feelings, ideas, or facts. 



WORKER FUNCTIONS 

These' may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 

Low Avg. Higli- \ ; 

□ □ ■ -^.Coordinating 

PEOPLE r n ■ □ • " Instructing . 

THINGS ' m □ ' □ . - Handling 



PHYSfCAL DEMANDS ^ 

Workers must be able to perform the 
following types of physical activities. 
1 tight work. 

2. Cliribing and/or batencing. . 

3. Stooping, kneeling, crouching, and/or crawling. 
5; Talking ^nd/or hearing. 

6. Seeing. 



WORigNG CONDITIONS 

*' " ■ ■ 

Workers need to, adjust to the follow- 
ing physical surroundings and working 
conditions. 

I Inside. . - ■; ■ • ' / .» 

APTITUDES 

These levels of aptitudes ( ability to 



er|co 



learn) are related to the average success"- ^_ 
ful performance of workers in- t^s^gr-ou^/ 
Levels are rated on a 5) to- 1 scale. 



Aptitudes 



G- General 

S- Spatial .• 

K - Motor Coordination 

E Eye-Haiid-Foot'Coordination 



JLevels 

Low ..tO: High 

5 4' 3 2-1 

I . 

3-2 » 
3-2 
-2-1 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) . L 

GED is the general level of learning arid ' 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the sifhplest (1) . The 
following statement explains why these 
workers need the GED level 5. - . ; 

Workers apply logical thinking and skill in body move- 
. mentj)to create or perform, dance' routines. They may 
' interpret technical instructions presented, in spoken or 
diagram forin, or they may instruct others. . These workers 
deal with abstract and cpTicrefe^^ciables such as music 
interpretation, dance steps, a'nd'' practice schedules. .. 
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PREPARATION AND TRAINING 

Worker's usuaUy; the competencies 
and credentials they need to enter or ad^ 
vahce to occuptions in this group through 
formal education - and training programs 
or through work experience. 

Entry and Advancement Information > 

-^T<^tei:^.ffle-wcupatio n^ w o rher sjiniyjiMjlM! 

required competencies and credentials. 
A - To advance to most occupations workers not only 
need the required competencies, and credentials 
but^lso related work experience. 



WTC 



Related Formal Training Programs ' 

"Workers usually gain the cpriipetencies 
and credentials they need to enter occupa- 
tions in this group in the following ways., 
C - College studies in dance and choreography! dance 

courses at special schools. 
NFT - Some occupations ill this group have no . related, 
formal education or training programs: 



01.09 



training Time 



Occupations in .this group 'may require 
over 1 year up tb; and oyer iO years 
(SVP 6, 7, 8, 9). 

Related, High School Level Courses 

The following high school courses are 
helpful i n preparing for the occup ations 
in this group. 

• Courses required -for entrance to post, high school 
formal programs. 



/ 



OCqUPATIpNS IN / 
PERFORMING ARTS: DANCE -t 




V 
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TEchNICAl ARTS 



Technical arts include graphics, hand- 
crafts, and product decoration. Workers 
4bis^-gFoup-use-mateFiaJs-sueh-as-woodr 
stone, clay, metal, and gemstohes. Indus- 
tries such as printing and publishing, map 



making, taxidermy, and jewelry employ 
these workers. Companies making fumi- 
4ure^FH2«raKH&4iles-also-have-jebs-Hi-this- 
grou{i. Some workers are self-employed 
£^d sell their own products. 



The Gem Lab 




Handcrafting (ewielry requires kriowledge of gem- 
stones and metals as well as artistic skills. 
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WORK PERFORMED 



What would you do as a worker in this 
group? 

You would use artistic judgment to 
niake, repair, or decorate products. You 
\^uld perform one or more of the follow- 
ing tasks.; : 



Carve designs and. lettering on rollers 
or wooden blocks for printing. 
Paint or draw artistic lettering to be 
used in books, publicity, or other 
printed materials. 

l^ke .or repair fine ]e>TOlry. ^ 
Sew beads onto leather articles ot: 
clothing to fortn^^corative designs. 
Retouch photograpns to' highlight 
features, or hide blemishes. 
Prepare skins of birds, fish, or other 
animals to make lifelike reproductions. 



TEcliNICAl ARTS 
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What skills, abilities, and Interests woiijd help you succeed in this 
khiiici of work? 

To do this type of work, you should haiye the ability tb learri, 
the skin to perform, and the interest ^l•doing most of thei follow;* 
ing ItenisJ Not aU items are iitiportant to evei^ 
\ • Demonstrate artistic skills in oi^ or more of the visual arts 
; ■ \':':,'pr 'Crafts. '. ■ ■ 

• Select proper tools, materials, and\echniques for each ta:sk. 

• Picttire how shapes^ fornis, and colors can be arranged in an 
artistic way. : . 

: • Mpve the eyes, hands, and" fingers sikillfully to use brushes, 
pens, chisels, knives, and engraving instruments. 

• Draw sketches or follow designs made by others. 

■ERIC-':.'-, "■;'^':^> • 



WORKER 
REQUIREMENTS 



*'33. 
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TCchNICAl ARTS 



■i 



Do you have or can you c(ey^lop these skills, abilities, and Interests? 

Your answers to the following questions will help you decide. 

• Have you assembled plastic models, made pottery, or cpm- 
; pleted paint-by-number pictures? Do you have a steady hand 
for this kind of activity? 

• Have you any craft hobbies such as jewelry making,, wood 
carving, or leather tooling? Do ypu like to ^ do this work? ■ • 

• Have you takpn industrial arts or other courses which give 
training in the use of hand tools? (jianyou use screwdrivers, 



pMers, chisels, and files skillfully?. ^ ; - 

• Have you had , a mechanical drawing course? Can you draw 
things to scale? Do you like to do lettering? : , 

• Haye you painted or decorated tinfinished furniture? Do you 
like this kind of. work? ^ ^ " ^ 



* Illinois Natural History Survey 




You can learn techniques used in-taxidernny by working with a professionai. 



TtchwiCAlARTS 



How can yoii prepare for an^ enter this kind of work? 

• Jobs m this group require diff^^ Courses in the^'indus- 

^v^rkV arts) drafting/ or artj^ tl^ese jobs. On- 

; Qie-job training and experience help develop many specific skills- 
' Vocational high schools and technical schools provide^training; 
in" graphic airte^^ Some trade, unions and ^employiers offer appren- 
ticeship training for graphic art Jobs, ' 

Hand decorating jobs usually do not require foi'mal training 
before entry. Art courses, drafting, or mechanical drawing classes 
in. high school or junior college are helpful; IVIost errtployers pro- ; 
vike on-the-job training to teach tephniques. ' * 

Handicraft hobbies help develop the skills needed for\^some 
. jobs" Techniques may be self-taught or learned during short 
ievening courses. 
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PREPARATION 



\ 0 



i 



What else should you know about these jobs? 

Many jobs in this gr^up do not allow for creative expression. 
Upwever, all workers need some artistic talent. - ^ ' 

Highly skilled workers^ are sometimes self:emjjloyed. They 
make and sell products or do contract work for Dthers.^^ 



CONSIDERATIONS 



The followirig informatiori is a surmhary of the traits and QUALIFICATIONS 
qualifications related to the^ofkers in this grojip.\As; you read PROFILE 
it, try to relate your 'Owff* interests,' abilities, aptitudes, and . 
preferences to these worker traits. . / 
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WORK ACTIVITIES " 

Workers generally prefer the following 
types of work' activities. 

•1. Activities' dealing with things atiMjects. . 

9. Activities involving processes, metfc, or machines. 
\0. Activities . involving vyc^rking on or producing things. 



WORK SITUATIONS / 

". ■ - ' 

Workers are willing to adjust to the 
following types of work situations. 
• 7. Making decisipns using personal judgment, . 
8: Making decisions using sl^mdards that can be me 

sured or checked. 
10. Working within precise limits or. standards of accu 
- racy. 



WORKER FUNCTIONS 

■ ■ ' > ■ 

These jnay be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 

Low Avg. High 
DATA ,. □ ■ □ -Compiling 
PEOPLE - ■ □ □,- Speaking/Signaling 
THINGS • . , □ □ ■ - Precision Working 



PHYSICAL DEMANDS 



TEcIiNICaI 4RT5 



WORKING eONDITIONS 



Workers need 'to adjust to the following- 
physical surroundings and ^Working con- • 
ditions. • • 

I Inside. . 



APTITUDES 



These levels of aptitudes (ability to 



learn) -^re related to the liverage success: 
ful performance of workers in this group. 
Levels are rated on a 5 ,to 1 scalei 



Aptitudes 




Low 
5 



Levels 
. to 

4 3 2 



High!% 

1 '■. 



Wof kers must be afcle to perf or 
following physical activities. - 
S/- Sedentary work. . ' * 
L Light work. ' ' , . 

4. Reaching, handling, fingering, and/or\fee!ing 
6. Seeing. 



G - General - 3 

S - Spatial . . ,. 3 -'2 

P - Form Perception 3 ^-2 

K - Motor Coordination 3 

F - Finger Dexterity . 3-,2 

M - Wanua! Dexterity i ■ . ^ I 

C - Color Discrimination v 3 j 



GENERAL EDUCATIONAL j 
DEVELOPMENT (GEO) j ^ 

GED is the general level of learnirig and 
reasoning acquired thrgugh school s, ex- 
perience, or self-directed ^^udy. There are 
six GED difficulty leyels, rajnging frcm the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GEI^ level 4 -5. 

Wiirkers apply judgment and manual skills to make or, 
decorate products for practical or artistic purposes. They 
follow instructions which are written, spoken, or in 
diagram fOFt^. These, workers deal with concrete and . 
abstract' variables such as special hand tools', artistic 
mediums, ;and aesthetic exp^ression!^ J 
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PREPARATION AND TRAINING 

• Workers usually ^gain the tfompetenGies 
and direidehtials they n^^ enter , or' ad- 
vance to occup^itions in this group th^ 
formal education and training jirograms 
or through work experience! ' 



Related High^School Uvel Courses 

• The following high school courses are 
helpful in preparing for the occupations 
in this group. . 
. . • Maiiufactiirihf or Communications in industrial arts.- 



Entry and AdvartSlment Information 

. E - To enter, some occupations worker*- only need tlie- 

■ required competencies and . credentials, , 
vA - To advance to. most occupations worlters not only 
. need the required competencies and credentials 
but* also related work experience. 



OCCUPATIONS. IN 
TECHNICAL ARTS 



Related Formal Training Programs 

. ' * . ' ' ' 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

T- Technical school courses in drafting. 

V - Vocational school courses in the trade and indus- 
trial fields. 



training Time 

. Occupatfons in this group may require 
over 1 year up to and including 10 years 
(SVP 6, 7, 8). ' 



Airbrush Wilt ; 
ArtCbifsisrvator 
Carveir,Hand 
E^ciorator - 
Dflcorator 

Engraver, Hand, Soft Metals 
Etcher 

-EtdwrPhotoengi 
Form Dttrigjier ; * 
Qian lender ■ 
Jeweler. 
Letterer 

Uthogiraphic Plate Maker 
Milliner 
Model Maker 
Museum Technidan 
Painter, Hand 
Painter, $ij 
Phptdengraifei' 
Photoengriivitiiifinlslier 
Photoiengraving Printer 
Photograplier.Aerial 
Photographer, Uthoj 
Photographer, Photoengrav! 
Photograph Retoucher 
Plctureframer ; 
Process Artbt ' 
Sign Writer. Hand 
Sihfiersiiiitfi 
SoundCutter 
Stripper 
Taxidermist 
Transferrer 
Wig Dresser 
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AMUSEMENT 



Amusement, rs used here, includes per- 
forming an act to entertain people in a 
setting suth .as a carnival. Workers attract 
people's attention by shouting, pestering, 
or wearing a costume. Carnivals, street 
fairs,, and amusement parks often employ 
these, workers. 



WORK PERFORMED 

VVhat would you do as a worker in this 
group? . 





You would put on an act in front of an 
jaudience. You would perform one or niore 
of the following tasks. ' o 

• Prepare and interpret horoscopes for 
people/ , 

• Announce circus acts. 

• Drive a sound truck and operate a 
public address system to announce or 
advertise events or products. 

• Use props to give a fire-eating per- 
forman(?e.^ 

• Shout at passei'sb^ to get them to 
enter a carnivai attraction. 





As a psychic reader, you, would use a crystal bail/playihg cards, or readj)eopfe*s 
palmsi to.predict the, future. Q f\ 





Circus World Museum, "Baraboo, Wisconsin 

■ . * ■ ■ ' • 

Poise and concentration help this amusement park entertainer hold the au- ■ 
dience's attention. 



What skills, abilities, and interests would help you succeed in this 

kind of work? .■ . ■ ' ..^ 

To do this type of wbrk/^ou ■•should hSye the ability to learn, 
the skill to perform, and the interest.in doing' most of the follow* 
ing items.. Not all items are inaportant to every, job. \ 

• Spieak clearly. - 

• .Get the attention of others to ehtertain them through speak- 
: ing, gesturing, or shouting. " ' 

• Be at ease before an audience. - ' 

.• LeaiTi the- principles of fortune-telling or mind reading. 



ERIC 
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WORKER 
REQUIREMENTS 



39 




• . * . - , V- • . . . . ■ . ■ - * 

■ * ■ ■ ' ■ ^- • ' ■ , ■ ■ ■ ■ .■ 

CLUES Do you have or can you develop these skills, abilitie^s^^ 

T^Tour answers to the foU^ 

■■■]:.-" "' • Have you read or prepared horoscopes for your friends or 

• at a party ? Are yoii intere^^ 

' • Have you worn a costunie as a!sehool^rnascot7 Do y^ 

* perforrning before an audience? 

, • Have you worked at a school or conimunity fair or ^^c^^ 

. . . ' Were you able to get people to i)lay the games or watch ^t^^ 

- . . ' shews? '■ , ' 

PREPARATION V How can you prepare for and enter this type of work? ' 

• ■ Many of these jobs require o|ily a short peiriod of on-the-job . 
:>;. ' training. Some jobs require no preparation other than to be 

fitted for a costume. Jobs such as ring conductor are only open 
. ' • ■ to workers with related work experience. 



AMUSEMENT 
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What etse should you know about these jobs? 

Many of thes^ jol}s, are seasonal or temporary. There are few 
promotions. Jobs in circuses and other shows often require 'fre- 
quent travel., Some jobs, such as fortune-telling, require workers 
to ha^^e: their own places of business. 



OTHER 
GONSI DERATIONS 



The foUowing information is a summary of the traits and 
qualifications related to the workers'in this group. As- you read 
it, try to relate your own interests; abilities, aptitudes, and 
preferences to these, .worker traits. 



QUALIFICATIONS 
PROFILE 
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WORK ACTIVITIES _ 

^ Workers generally prefer the following 
typles of work activities. 
'■ 2. Activities involving business contact • \ 
6. Activities involving the communication of ideas and 
information. 



AMUSEMENT 



WORKING GONDITIONS. 

Workers need to Adjust to the follow- 
ing physical surroundings and working 
conditions. - 
1 inside. 

0 Outside. . ■ 



WORK SITUATIONS 

Workers are willing to kdjust to tl^ 
following types of work situations. 

4. Dealing with people. * 

5. Influencing peopie^s opinions, attitudes, and judg- 
ments. . 

7. Making decisions using personal judgment; 

9. Interpreting and expressing feelings, ideas, or .facts. 



WORKER FUNCTIONS" 

These may be the most, difficult func- 
tions workers perforni when dealing with 
data, people, and things. 

• : '• Low Avg. High . 
DATA □ ■ □ -Compiling 

PEOPLE . □ ■ □ -Diverting ■ 
THINGS , m □ -Handling 



PHYSICAL DEMANDS 

Workers must be able to perform; the 

following types of physical activitieSr 

S Sedentary work. 
L Light work. , 

A. Reaching, handling, fingering, and/ or feeling. . 
. 5. Talking and/or hearing. . V ■ 
6; .Seeing. , ' / • - . 



APTITUDES : 

These levels of aptitudes . . (ability to. 
learn) are related to the average 'success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 
Aptitudes Levels 

Low to High 
, 5-4 3 2 1 



G - General 
V- Verba! 



3 
3 



ERIC 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
: six GED difficulty levels,^ ranging from the 
most complex. (6) to the simplest (1). The 
following statement explains why these 
workers need the 'GED level 4 - 5. 

Workers apply persorial judgment and special skills to 
entertain by talking to or performing before people; Jhese ^ 
workers may carry out; instructiohs furnished in written, , 
spoken, or diagram form. They m^y deal with problems 
primarily involving abstract variables such as announcing 
or impersonating. P 

J 



AMUSEMENT 



PREPARATION 7^pa"RAINING 

Workers usually gain the competencies 
and credentials they need to ehter or-ad- 
Vance to occupations in this group through 
formal education and trainii^, programs 
or through work eixperience. 

Entry and Advancement Information 

E-Tp enter most occupations: workers only need the 
. requilred competencies . and credentials., 



WTC 



01.07 



training Time 



X 



':. Occupations in this grp^upv^yj-require 
from 1 day up to and includir^g 6 monthis 
(SyP 2. 3, 4). 7 

Re^ed Hi^ School Level Courj^es 

The following high school^ courses are 
helpful iri preparing for th^*^ occupations 
in this group. , V \ 
.,--f Spe^ph, Drama. f . 



r.'l 



Related Formal Training Programs ^ 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

NFT.- Most occupations in this group have no rented 
formal education or training programs. ' ' ' 



OCCUPATIONS^irf AMUSEMENT 



Anfioiincar . 
jtatroloBer : vr; > 
P$Xchie Reader; 
Ring Gohduttor 
iStand-Ifi; ' 





J 



Men's Fashion Association of America 




Workers may moctel heavy ciothes on a hot day since 
fashion designers present .their fall-winter cdllec- 
lions In the sumrner. . . 



Modeling involves appearing before a 
camera or ah audience, with no speaking 
assignment. Workers show how clothes 
and jewelry look when worn, stand in for 
movie performers, and pose tor artists. 
Stores, motion picture -studios, and artists' 
and photographers' studios employ these 
workers. 



WORK PERFORMED 



What would' you do as a worker in this 



group? 



You would pose or move as directed by^ 
your employer. You would perfrom one or ' 
more of the following tasks. 

• Model clothes for a desigr^er or a 
store. " . 

• Pose for an artist^ or photographer.- . 

• Stand in for a movie' performer for 
camera and light adjustments. 



ModEliNq 
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What skiils, abUities, and intereiits would help you succeed in this 
kind of work? * 

. ■ o ' ■ 

ft 

To do this type of ^yo^k, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow-; 
ing items. Not all items are important to every job. 

• Stand, sit, walk, or pose in front of an audience, photog- 
rapher, or artist for long periods tjf time. 

' • Move eyes, hands, feet, and- body together gracefully. 

• Follow directions for movements and poses. 

• Appear before an audience with poise. 



WORKER 
REQUIREMENTS 



Monsanto 



Could you Still walk 
gracefully toward the end 
of a long nnodeling . 
session? 



ERLC 




artj^t may ask you to stay in the same position for a long period of time. 

- Dp ybu.have or can you develop these skills, abMities, and m^^ 

Your answers to the following questions will help you decide. 

. t H§ve you modeled for an artist or photographer? Can you 
hold a pose for a half-hour or longer? 

• Have you modeled clothes in a fashion show? Do you enjoy 
appearing before groups? 



How can you prepare for and enter this type of work? 

Training in this field is usually brief and given on the job. A 
worker may be hired because of appeamnce or size. Workers may 
be under contract with a booking agfency. Others may obtain 
work on their own. Models may work only part-time until the' 
quality of their work is recognized. They often hold other, jobs, 
until they obtain full-time schedules. 



ModEliNq 
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What else should you know about these jobs? 

Many of; these jobs are short-term or seasonal, fhere are few 
Chances to advance. However, a few models are in constant 



OTHER 
CONSIDERATIONS 



demand and earn large salaries. 



QUALIFICATIONS PROFILE 



The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate.. your own interests, abilities, aptitudes, and 
preferences to these worker traits: 



WORK ACTIVITIES 



\ 



Workers generally prefer the following 
.types of work activities. 

3. Activities of routine, definite, organized nature. ' 
&. Activities involving^ the communication of ideas and 
information. 



WORgJSITUATIpNS 

. Workers are willing to adjust to the 
following types of work situations. : ^ 
.4." Dealing with people. 

.9. Interpreting and expressing feelings; Ideas, or facts. 



WORKEF^ FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
- data, people, and things. 



DATA 
PEOPLE 

ERIC , 



Low' Avg. High 
■ □ 

m u ■□ 



Comparing 
Speakihg/Signaling\ 
Handling. \ 



PHYSICAL DEMANDS 

. Workers must be able to perform the 
following types, of physical activities. 
I: Light work. ■ 

5. Talking and/or hearing. , , ... 

.6. Seeing. . 

WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings! and working 
conditions. 

I Inside. . , ■ 

B Both: inside and outside. - ■ 

APTITUDES . 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this ^oup.. 
Levels are rated on a 5 to 1 scale. 
Aptitudes , 



Low 
5 



Levels 

to 

4 3 2 



High 
1 



G- General 

K- Motor Coordination 

M - Manual Dexterity 



4-3 
4-3 
4-3 
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GENERAL EDUCATIONAL 
DEVELOPMENTJ (GED) 



GED is the .general level of learning and 
reasoning acquired through schools, ex- 
pieriehce, pr self-directed study. There are 
Siix GED difficulty levels, ranging from the 
%lbst complex (6) to the simplest (1) . The 
following statement explains why these 
workers need the GED level 3-4. 

Workers use personal judgment to carry out instruc- 
tions required for posing and. modeling. They deal with 
concrete variables and standard situations such as props, ^ 
. costumes,. or working schedules. . 



ModEliNq 



Related Formal Training Programs 

Workers usually gain the competencieis 
and credentials they need t<>%nter occupar 
tions in this group in the -foUowing ways, 

J - Post-high, school courses in modeling, / 
NFT - Most occupations in this, group have no related 
formal education or training ]^fogm\s, " • 



Training Time'^ 



Occupations in this group may require 
from 1 day up. to and including 6 months 
(SVP 2, 3, 4). 



PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
fornial education arid training prbgranis^ 

or through work experience. ; 

. ^ ' • . ' ' - ■ . 

Entry and Advancement Information 

E'- To enter most occupations workers only need the. 
. . /required competencies iand credentials. 



Related High School Level .jCourses 

The following high school courses are 
helpful in prepiaring for the occupations 
in this grpup. 

• CQurses required for completion of high school. 



OCCUPATIONS IN MODELING 



InstructiHr, Modflting 
Model 

Moder, Artists' 
Model, Photographers' 



iM9.227.026' 
297.667.014 
961.667-010 
961.367^010 




0 



This- is an interest in researchin^and collecting data^ 
about the natural world and applying them to problems in 
medical, life, or physical sciences. ^. 

You can satisfy this interest' by working with the 
knowledge and processes involved in the scienc'Ss: You ihay 
enjoy to research and develop new Imowledge in iriathe^ 
matics. Perhaps solving problems in the physical or life 
sciences would satisfy you. You may prefer^ to study medf- 
cine and s help humans or animals. You could work as a 
practitioner in the health field. You may want to work with 
scientific equipmefht and procedures. You^ could seek a job 
in research or testing laboratories. 
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phySICAl SCIENCES 



Physical sciences aire based on mathe- 
matics, physics, and chemistry. Workers 
in this group reseatch, discover, and test 
new theories. Some workers ijesearch new 
or improved materials or processes for 
production and construction. Other work- 
ers research such fields as geology, astron- 
omy, oceanography; and. computer science. 
All of the workers' conclusions are based 
on data that can be measured or proved. 
Industries, government agencies, or large 
universities employ mcSst of these workers 
in their research facilities.* 



The University of Michigan 




Research chemists conduct many tests before 
^ -3achlng a conclusion. ^ . 



iJO 



WORK PERFORMED i 

.■ • ■ •■ 

What would you do as a woricer in this 

■group? '/ ■ 

4'ou wovild conduct scientific studies 
usinjg you^: knowledge of ^ath, physics, 
and chemistry. Your work a!Hivities would 
depend on what you wanit to find out 
through your studies. You Would perform 
one or more of the following tasks. ; 

• Study the composition and history of 
the earth's crust. 

• Study the earth's atmosphgi^ and its 
influences on humanity's comfort afid 
^ll-heing. 

• Study the stars and planets and their 
relationship to earth. 

• Help solve the problems of air pollu- 
tion. 

• Work on problems related to flights 
into space. 

• Do' research to develop or improve 
materials or products. *• ' ■ . , 

• Study the^ properties and uses of 
nuclear ^ energy, electrical energy, or 
isound. 

• Develop new ways to apply v math 
concepts. . 



phySICAl SCIENCES 
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University of Illinois Planetarium 

. Astronomers. chart the movements of stars and planets to study their effect on 
earth.' ■ ■ 



What skills, afanities, and interests would help you succeed in tfii> 
type of work?* * ' ^: 

To dp this type of work, you should have the ability to learn, 
• the alcili to perform, and Ijhe interest iA doing most of;'the follow- 
ing' itenjs: Not ^01 items are im'portant to every job. . 

• Understand and apply concepts in, math arid science. 

• Read and use formulas, tables, charts, and graphs dealing. 

• with chemistry and math. 

• Understand and express complex, technical, ai^^^ientific 

■ . information. 

V Determine differences in textures, colors, and shapes of 

.objects.. .^i-. -, ■ ' * 

• Form a mental imag^ of fixed or. moyihg objects , in three 
dimensioris! and hovv'^ relate *to each' other in space. 

ERIC 
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CtUES 
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bo you Have or can you develop.these skills, abilities, and interests? 

Your a^wers to the fbllowing (^tiestiongjjsrill help you decide. 

• Have you belonged. to' a science club? Have you taken part 
in a science fair? ' . 

• Do you liKe science or. math courses? Do you do well in^ese 
areas? »^ . ' , , : 

• Have you takien part in a research project or field trip which 
involved math q'r^ology? ' ' 

• Have you collected rocks or "minerals as a hobby ? Can you 
recognize dilfer^nces in ore or mineral deposits? 

• Have you ow^ed a chemistry set or microscope? Do yba 
enjoy testing new ideas ; with the equipment? > [.^' 

• Are you interested in such problems as air and water pollu- 
tion? Would you like tolielp solve these problems? 



' a 




c 



A. Collecting rocks. 



C. Reatfina scientific materials. 
Do you have similar leisure activities? 



70 
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How can you prepare for and enter this kind of work? 

Workers need at least a 'bachelor's, degree wi.th a major in 
matjti or a specific physical science; t(J enter this type of work. 
However, graduate degrees are needed for most reisearch work 
or college teaching. A master's degree may qualify a person to 
work in applied research or education, A doctoral degree and 
advanced studies are usually required to work in basic research. 



PREPARATION 



. What elise should you know about.these jobs? OTHER 
Some workers in this group may work irregular hours. They CONSIDERATIONS 
may have to meet research deadlines or observe events in nature 
whenever thiey occur. /Workers may be -outside for long periods 
of time. They may relocate or travel to remote areas such as 
excavation sites or near volcano craters. Workers must keep 
informed of developments-in their field. During their leisure time, 
they often attend seminars and read professional journals. 



QUALIFICATIONS PROFIL| > 

The follo^^ng information is a summiary of the traits and 
qualifications related^to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. « 



liVORK ACTIVITIES - 

- Workers generally prefer^ the following 

types of work activities. 

1: Activities dealing with things and objects, - ' 

6. Activities involving the communication of ideas 'and 
information. 

7. Activities of a scientific and technicaf nature. 
8/ Activities involving creative/thinking. 

o ■ . \ ■ 



WORK SITUATIONS 

Workers are willing to adxust to the 
following types of work situations. 

1. Making decisions using personal judgment. 
8. Making de^;isions using, ^standards that can be mea 
sured or" checked, \ 



02.01 

WORKER FUNCTIONS 
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physicAl scieNCEs 



Theise may be the most difficult func- 
tions workers perform when dealing with 
data, peppli^ and things^ ., 

Low Avg. High . ; 
DATA ' □ .□ H . ;^ Synthesizing 

PEOPLE ■ □ QX - Speaking/Signalirigr"' 
THINGS □ □ ■ -S^^^^^^ : 

PHYSICAL DEMANDS 

Workers must be able to perform the 
^following types of physical activities- 
l Light Work. 

4. Reaching, handling, fingering, and/or feeling. 
6. Seeing: 

WORKING CONDITIONS 

Workers; need to adjust to the follow; 



GENERAL EPUCATIONAL 
DEVELOPMENT (GED) 

• ■ • 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 5-6. 

Workers apply logical thinking and scientific nfethods 
to develop theories and principles based on complex 
nftathematical or -scientific information. They interpret and 
use technical formulas, equations, and. graphs involved 
in mathematics and physical sciences. These workers deal 
with abstract and concrete variables such as trigonometry, 
geology, and measuring instruments. , ' 



ing physical surroundings *and working PREPARATION AND_TRAIMNG- 



conditions.' 
I InSide. 

B Both: inside and outside. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Leveis are rated on a 5 to 1 scale. 



Aptitudes 



G- General 

V- Verbal ' 

N - Numerical 

S- Spatial 

P - Form Perception 

Q - Clerical Perception 

•C- Color Discrimination 



Levels . 
Low to High 
5 4 3 2 1 .. 

• ~1~ 
1 

2-1 
2 



3 
3 
3 



er|c* 



Workers usually gain the comjpetencies 
and credenti^Js"^ they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience, 

ntry and AdWncement Infprmatiori 

-To' advance to most occitpations workers not only 
need the required"' competencies and credentials 
but also related work experience. 

elated Formal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways, 

G - Graduate degrees in the science specialty. 

72 ' : 
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Training Tinle : 

Occupations in this group may require 
from over 4 years up to and over 10 years 
(SVP 8, 9). 

Related High School Level Courses 
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Important Courses 



• Courses requued for entrance to post high school 
^Iformal programs. 

• Algebra /Geometry, Advanced. Math, Physics, Earth/ 
Space Sciences. 



The following high school courses are 
helpful in preparing for the occupations 
in this group. 



Helpful Courses 
• Chemistry, Composition. 



\ 

OCCUPATIONS IN PHYSICAL SCIENCES 



Jbtronomar 
Chunist 

Computer • Applications Engineer 

Environmental Analyst 

Gsodeslit 

Geographer 

Geographer, Physical 

Geologist . 

Geoplvslcal Prospector 

6fl»plvsicist 

Hydfologlst 



02Ld67-010 Mathematician 

022.061 010 Metallurgist, Physical 

020.062-010 Meteorologist 

029.081-010 Mineralogist 

024.061-014 Potroipgist 

029.067-010 Physicist, 

029.067-014 Physicist, Theoteticai 

024.061-018 Project Manager, Environmental Research 

024.061-026 Seismologist 

024.061-030 StraUgrapher 

024.061-034 '- 



020.067-014 
0n:061-022 
025.062-010 
024.061:038 
024.061^046 
023.061-014 
023.067-010 
029.167-014 
024.061-050 
024.061-054 
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SCIENCES 



Life sciences are the studies of plants 
aiid animals. Workers in this group con- 
duct research and experiments to expand 
knowledge about living organisms. Work- 
ers niay try to sqlye problems related to 
the effects of the environment on plant 
^ahd animal life. T|iey: may study causes of 
diseases and methods of control. Hospitals* 
government agencies, industries, ^**or uni- 
versities usually employ these workers in 
their research facilities. 

WORK PERFORMED 

What would you do as a worker in this 
group? 

You would perform research and experi- 
ments to study and try to solve problems 



affecting plaints and animals. There are 
many fields within the life sciences in 
which you can specialize. You would per- 
form one or more of the following tasks. 

• Study the climate, soil conditions, and 
other factors affecting forests. 

• Conduct research related to food pro- 
cessing and nutrition. 

• Experiment to develop new and im- 
proved trees and other plants. 

• Study the effects* of drugs, gases, and 
other materials on plants and animals. 

• Stain, mount, and study human cells 
to determine ^hjetl^er they are dis- 
eased. , - • 

• Study the. functrohls of the brain and 
nervous ^ystfem of animals. 

'^"^^^ U. S. Department of Agriculture 




: Soil sciehtlstQ wear masks 

■f iresfearcti th best y^ay to : 
remove radtoactlVlty from 

•';th^'fie(d>/.0\'.": 
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The University of Alabama 
Th^se tcwicolbgists took for possible effects of. chemicals on the tissue of 
laboratory animals. . 



. What skills, abilities, and interests would help you succeed in this 
type of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 

• See differences in form and structure to distinguish one 
organism from another. 

; • Move eyes, hands, and fingers together tp handle sensitive 
or delicate instruments. 

• See differences in shades of colors. 

f • Use concepts in mathematics and statistics. 
' • Understand and report technical and scientific data. 

• Do a variety of tasSs. that' may change often. 
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• Supervise other worfes. 
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IiFe sciences 



Do you have or can you develop these skills, abilities, and interests? 

Vour answers to the following questions will ^Ip you decide. 

• Have you had courses in biology, botany, or zoology? Did 
you^ like performing experiments to learn more about plants 
or animals? o 

• Have you taken part in a science project in which you raised, 
cared for, or studied differences ampng various kinds of 
plants? , ; 

• Have you belonged to a nature club? Do you enjoy, walking 
along nature trails to obs^e plants and wildlife? • 

• Have you belonged to a scout troop? Did you take part in- 
efforts .to clean up or preserve forests, parks, or camp- 
grounds? 

■ • Have you worked in a plant nursejy or in an animal dinic? 



Clemson University 




Er|c58 



^ Students overcome their sensitivity as they observe the instructor-dissect the lab 
. animal. 
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UFe sciences 
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;., iThls food chemist uses 
^ . the experience and 
, knowledge gained in .. 
*; college to research new 
food preservation, methods. 




How can you prepiare for and enter this kind of work? 

A bachelor's degree with a major in biology or another life 
science is generally required to enter this type of work. However, 
graduatje degrees are needed for most research work or for col- 
lege teaching. A master's degree may qualify a person to work in 
applied research or education. A doctoral degree arid advanced 
studies are usually required to work in basic research. 



PREPARATION 



What else should you know about these jobs? . 

Some jobs require workers to study tissue and waste products 
of humans and animals. Others require workers to live or work 
in remote areas such as forests or deserts. 

Workers must keep informed of developments in their field. 
During their leisure time, they often attend seminars and read 
professional journals. ^ 



OTHER 
CON$l DERATIONS 



The following information is a summary of the traits arid 
•'qugflifications related to the workers in t|iis group. As you read 
it,, try to relate your own interests, abilities, aptitudes, and 
Dreferences to these worker traits, 

Li .... 



QUALIFieATIONS 
PROFILE 
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WORK ACTIVITIES 

Workers generally prefer the following 
types of work activities. 
1. Activities dealing witli things and . objects. 
6. Activities involving the coirimunication of ideas and 

Information. 

' 7.. Activities of a scientific and technical nature. 
8. Activities involving creative thinking. 



WORK SITUATIONS 

Workers are willing to adjust to the 
following types of work situations. 

7. Making decisions using, personal judgment. 

8. Making decisions using standards'that can be mea- 
.'sured or checked. 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 

Low Avg, High ' ' 

DATA □ . □ ■ -Synthesizing 

PEOPLE ■ □ -Speaking/Signaling 
THINGS □ □ B -Precision Working 



PHYSICAL DEiVlANDS 

Workers must be able to perform the 
following types of physical activities. 

L Light work. ' - 

4. Reaching, handling, fingering, and/or feeling, 
6. Seeing. 

e4«. 
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WORKING CONDITIONS 

Workers need to „ adjust to the follow- 
ing physical surr-oundings and working 
conditions. : 

I Inside. , .. ^ 

B Both: inside and outside. 

APTITUDES 

These -levels of aptitudes (ability to 
learn) are related to the average suqcess- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 
Aptitudes . 



G - General 
V-Verb.al " 

N - Numerical , 
' S- Spatial , • 
P -Form Perception 
F - Finger Dexterity 
M - Manual Dexterity 
C - Color Discrimination 

GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning" 
reasoning acquired through schools, ex^ 
perience, or self -directed study. There 
six GED difficulty levels, ranging f rOm/tne 
most complex (6) to the simplest /CD . The 
following statement explains wt?y these 
workers need the GED level 5-6. 

Workers apply logical thinking and scientific knowledge 
to study living things. They interpret technical instruc- 
tions presented in. written, mathematical, or diagram 
form. These, workers deal with abstract and concrete' 
variables such as life processes, classification of plants, 
and animals, a^d laboratory equipment. . ■ ■ ' ° 
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PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need tojenter or ad- 
vance to occupations in this group through 
.formal education and- training programs 
or through work expe^nce. 

Entry ancf Advancement Information 

"■ '=> ■ • " ' .. ■ , 

A - To advaip^mtfsRjcctipatioris workers not only 
need-tl3fn^5i%d" wnipetencie^ . and credentials 
^ but also related' work experience. 

■Y- ■ •■■ ■ 

Rel^d Formal Training Programs 

Workers usually gain the competencies 
Sifid credentials they need to enter occupa- 
—tions-in-this-group-in the following ways. 
G- Graduate degrees in the science specialty. 



Training Time 

* . ■ * ■ ' 

Occupations in this group may "require 
from over 4 years up to and over 10 years 
(SVP 8, 9). 



ReiatedJHigh School Level Courses 

The following high School courses are 
helpful in preparing for the occupations 
in this group. ' 
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Important Courses 



Courses required for entrance to post high school 
formal programs. „, 

• Algebra/ Geometry, Advanced Math, Chemistry, 

• Biological Sciences. ; ■ ■ 

Helpful Courses 

• Composition. • 



OCCUPATIONS IN LIFE SCIENCES 



Agronomist 

Anatomist 

Animal SdQfiflst 

AnthrppOlpgistt Physical 

Aquatic Biologist 

Biochemist 

Bloloii^ 

Biomedical Engineer 

Biophysidst 

Bobmlst 

ChemistpFbod 

BaiiyTechnoloitfst 

DletHIaiivRnearch 

Entomologist . 

Food Technologist . 

Geneticist 

Histopsthologlst 

Horticultairist 

Microbiologist ' 

Mycotflgbt ' 

Parastt^ogist 

Pathologist 

Pharmacologist : ; 
PhysIot(«lst 
Plant Pathologitt 
ftange Manager 
Soil Conservationist 
Soli Scientist 
Veterinary Anatomist 
Wood Technologist 
Zoologist 




040;061-010 
d41.061'010 . 
O40.d61014i 
055.067^14 
041.061-022 i 
041.061-b26} 
041:061.030 i 
019.061.010 i 
lMU.061^34^^ 
041.061 038 
022.061*014 ; 
040.061.022-' 
077.061.010 ■ 
041.061^046 i 
04i:d81.0l6? 
041:0614)50 ; 
b4i;06i.054 ! 
040.0614)38 ; 
041.061.058 
041^061^06^1 
. 04i:0614)70 * 
07OX)61-01O^ 
04H)614)74;i 
041.0614)78 1 
041.061-086 i 
:040.06^046;! 
046.0614)54.; 
040.0614)58 
073.061-014 
040.061.062 
041:061^090 
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SCIENCES 



Medical sciences involve the prevention, 
diagnosis,, and treatment of human and 
animal diseases,^ disorders, or injuries. 
• Some workers in this group specialize in 
treating specific kihdis of illnesses or areas 
of tlie body. Doctor^ dentists, veteri- 
narians, and other health workers usually 
work in hospitals or clinics. 

WORk PERFORMED 

• > ■ 

What would you do as a worker in this 

^-grx»upt ; , — — - 

You would' prevent, diagnose, or treat 
ithe illnesses or injuries of human or ani- 
mal patients. Your work activities would 
depend x)h your training* You would pef-: 
form one or more of the following tasks. 



• Practice general medicine and treat 
many types of ailments. . 

• Specialize in treating only one part 
of the body or only certain types of 
diseases. ^ 

• Provide general dental care or spcr 
cialize in one area of dentistry. 

♦^Examine eyes and prescribe glasses 
or contact lenses to improve vision, 

• Diiagnose and treat; disorders of the 
ear, nose, and throat 

• Perform surgery to correct deform- 
— ities,— repair—injurieS)— or— remove-dis-~ 

eased organs. . " 

• Care for women during pregnancy 
and deliver babies.' 

• Prevent and treat illnesses and in- 
juries of pets or livestock. 



Artierlcan Veterinary Medical Association 




kEr!c2 



Ofleri, the sa 
anirnals. 




^ures are used to diagnose and treat both humans and 
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U. S. Arm 



Surgical staff workers use delicate Instruments with precision and si^ill and must 
remain calm in emergencies." : / 



What skills, abilities, and interests would help you succeed in this 
type of work? , - / 

To do this type of work, you should have' the ability to Warn, 
the skill to perform, and the interest in doing most of tlie follow- 
ing items. Not all items are iWiportant totevery joChf^^ 

• Understand human- or animal anatontji^ /' 

• Stay calm and clearheaded in emergency^Stuations. 

• Care for the physical welfare of peopl^r animals. 

• Concentrate and remain alert for lorilg periods. . 

• Make critical decisions and judgroCTits. ■ . 

• Move eyes, hands, and fingers toother to use surgical instru- 
ments with precision and gkill. 



Worker 
requirements 
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• American Veterinary M«dicat Assoclatiorj^^ . . ^ r - ■ . . 

■ J . ; -.The wprkfers' long training may range from siudying anirpaPbone structure to 
" ' /^^Jlagnosjng health problems ifrom X^^^ .v ^ ' 



CLUES 




Do YQu have orcan ydUxievelop these skills, abilities, and interests? 

Your ansWers toJ;he foliowirig questions .will help you decide. 

• Have you.talceh courses in biology, anatomy, or chemistry? 
Have you done \vell in your science courses? 

• Have you had any training in first aid techniques? Have you 
■ treated' an acddeht victim? Are you calm during emer- 
-^'gencies? ' ,. ' ■' ^.'S' ^ ' ' ' " . '• 
Have you done yolunt^er work in a, hospital? Have you had 
a part-time^^j as a nurses' aid* or ah orderly? Do you enjoy 
siichwork? - > 

• Have you assembled a plastic model of a human or animal? 
Are you interested in how internal body structures or sys- 
tems work? ' V 

• Have you cared for a sick or injured ' v • ' 
> Have you watched shows presenting me'd^al facts' on tele- 
vision? Do you enjoy such. progr arris? • 
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How can you prepare for and enter this kind of work? 

. vpoctQTS 'of medicine, veterinary medieine, and dentistry rieed 
tO' have the foilj^vyiijig 'minimum preparation.' They must study 
two to four years in a premedicai, predental, or^'other profes- 
sional college. These years are then followed by four y^ars of 
adviariced stiidy.; Most doctors serve one to, twp years as interns 
in approveH hospitals after they graduate frorn medical school./ 
Some physicians specialize " in a specific field. To do so, ~they' 
spe^d several more years in study arid training 'as resident's or 
ihteras. Some dentists ispecialize, teach, or perform research in 
specific fields.* To do so, they t5ke postgraduate courses or serve 
as residehts in a hospital. AU st4t^f^:requir,e medical doctors 
dentists, arid veterinarians to have a license to: practice. 



02M 



PREPARATION 



; *v!?hat else should you' know about these jobs? ' 

The training. needed;to enter this type of work is cogtly ifi time .- 
and mqriey. Workers must__.adjust to irregular hours, weekend 
■ 'and holiday work,- and .24-hour oh call duties. Ho^yever, pay in ' 
most of these jobs is ipihe upper levels. . s ' . 4 % \ 

- ' . Workers must update their knowledge and skills. They must ' : 
attend semin^arsivtake advanced c6urses, and read journals relateqi"^ 

I "^tOf^heir professions/^ . ' .1 > 

■ ■■ • - ; : ' ^ . " . " •,- ■ * ^ ■ ; . ' '. ' , ' ■ ' . ■ ■ 

■ ■-»-..■■-, - .: ■ ■ 



OTHER 
CONSIDERATIONS 



The following information is a summary of: the traits and 
. qiiaUfications related , to the workers in this group As you read 
it, try it . relate your own 'interests, abilities aptitudes, and 
. preferences, to these worker straits. ■ 



QUALIFICATIONS 
PROFILE 



6& 
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WORK ACTIVITIES 

•Worjcers generally prefer the following 
types of work activities. . 

4. Activities involving direct personal contact to help or 
instruct others. 

5. Activities resulting in recognition or appreciation from 
others. ; , • , 

7. Activities, of a scientific and technical nature. 



WORK SITUATIONS 

■ ■ ■ ■ , • ■» 

Workers are willing to adjust to the 
following types of wo/k situations. • 

4. Dealing with people. , ■ 

7. lyiaking decisions using personal judgment. .' ; • ■ ' 

8. Making decisions iisi'ng standards, that can be mea? 
sured or checked. " . , \^ 

10. Working Within precise limits, or standards of accu- 
' "■ . : racy/; , . 



WORKING CONDITIONS * ; 

Workers, need to adjust to the follow- 
ing physical surroundings and woi'king 
conditions. 

I Inside. * ■: ' 

APTITUDES ° 

These levels of aptitude (ability to 
learn) are related to the average Success^ 
^ful perfopmance of workers in this groupi 
Levels are rated, on a 5 to 1 scale. 

Aptitudes Levels 

Low to High 
• 5 4 3 2 1 



WORKER FUNCTIONS - / ^--^l 

[These may be the most difflfiu^V 
tiohs workers perform vvhen^,^^,3tlif^i " 
da^a, people,} and things, v 

Low Avg.- High 
DATA □ □ ■ .-Coordinating^ 

PEOPLE ^ □ . D . ■ ^ Mentoring' 
THINGS □ □ ' H ; - Precision Woi^xing 




General 
V- Verbal , . ; - 
N - Numerical ■ 
S- Spatial • 
P— Form Perception 
K.- Motor Coordination 
F- Finger Beicterjty 
C - Color Discrimination 



1 

. 2-1 
2-1 
2-1 

2-1' 
3-2 
2-1 

3 i«wi 



PHYSICAL DEMANDS 



Workers must be able to pjerf oi 
following typbs npf physical acpviti? 

. L Ligltfwork. 

. 4. Reaching, handHng, fingering, aiid/or leelirig. 

. ■ „• 5., TalMng and/qr :hearing;^^ ■ ' . • . 
■■\';"./6."; "Seeing. , ■ 



the 



NERAL EDUCATIONAL 
VELOPMENT . (GED) 

GED is th^ general level of learning' and 
reasoning acquired through schools, ^ exr 
; perience, or seifvdi^ected s^^^^ are 
six 'GED difficulty Jevels, . ranging "from the 
most complex (6) to the simplest (1) . The 
following' st?itement .explains why .these 
workers need the GED level 5-6. . ' ; ' 
. .'Workers apply logical thinking and scientific knowledge . 
to preventi diagnose, and treat animaf or human injuries : 
"or illnesses. They Interpret technical instructions' pre'-v 
sented' in written; mathematical, or diagram form. These 
wqrkers cleai'vyith abstract and ijoncrete v|riables such., 
as symptoms of: disease; body processes; diagnostic. aids, 
and surgical instruments. '•• 



mecIicaI sciences 



PRElPARATION AND TRAINING 

Workers iasiially. gain the competencies 
and credentials they need to enter or ad- 
vancie <o occupations in this group through 
formal education and training programs 
or through work experience^ 
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Entry and Advancement Information 

A - To advance to^st occupations workers not only 
need the required competencies and credentials 
but also, related work experience. 



Related Formal Training Programs 

Workers , usually gain the competenciies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

G - Graduate degree in one of the medical ^cience.s. 



Training Time 

- Occupatibns^in this group may require 
f rbni oyer 4 years up to and over 10 years 
(SVP 8, 9). . / X 



Related High School Level Courses 

' The following high schobl courses ane 
helt)fur in preparing for the occupations 
in this group. ' . - 

• Courses required for entrance to post high' school 

• formal programs. 

• Algebra/ Geomptry', Advanced ' ^th, ^Chemistry, 
Biological Sciences. 

^ • ■ * ■ ■ ■ . 

OCCUPATIONS. IN 
MEDICAL SCIENCES 




An^>^ologist 
AudiplogI 
Chirctprad 
Dentist 
Dermatologist 
General Practitioner 
Gynecologist 
Intern 
Internist 
Medical Officer 
Obstetrician 
Ophthalmblogist 
Optometrist. 
Oral Pathologist 
OralSur^on ■/ 
Orthodontist 
Osteopathic Phifsician 
Pediatrician 
Pedodontisjt • 
Periodoptisit 
Physiatrist 
Physician, Head ' 
Physfcian, Occupational 
Podiatrist 
; Prosthodontist: 
' Psychiatrist ^. 
Radiftlogist' . 
'Speech' Pathploglst '.■ 
Surgeon 1- 

Urologist . . 

Veterinarian 

Veterinary MeaMrispectpp 



070.101-010 
076.101-010 
.079.101-010 
072.101-010 
070,101.018 

070. 'l01iO22 
070.101-034 
070.101.038 
07bj01-042 
076.101.046 
070.101-054 
070.101.058 
079.101-018 : 
072.061-010 
072.101 018 
072.101-022 

071. H)lrOlO; 
O70.10i.066 
072.101.026 
072.101-030 
070101-070 
070.101-074 

70.101.078: 
101-022 
034 

O70.l07il4 
070.101-090 
076.107-010 
070.101-094 
070.101.098 
073.101.010 
073.264-010 
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lAboRATORy TEckNotoqy 



Laboratoiy technology involves using tists, researchers, and engineers in their 



special' equipment to perform tests in 
chemistry, biology; or physics. "Workers 
in this group recorj^i^ data obtained from 
^ experiments and tests- They help scien- 



work. Hospitals, government agencies, uni- 
versities, aijd private industries employ 
these workers in their resiearch labs. 




Goodyear Tire and Rubber Co. 

The accuracy of both medical and Industrial labora- 
tory, technologists can affect thie life or death of a pa- 
tient or a consumer. - 



WORK PERFORMED 

What would you do as a worker in this 
group? 

You would set up and operate testing 
equipment; You would usually gather 
samples of materials to be tested. 

You would perform one or more of the 
following tasks* 

• Test blood, tissue, or other samples 
to help in the diagnosis and treatment 
of diseases. 

• Analyze samples of water to check 
the chemical content or purity. 

• Test ore samples to estimate the Value 
>of precious metals. 

• Measure rainfall and river flow at 
metering stations. ^ 

• Test petroleum products or synthetic 
fibers to find out if they meet quality 
standards. 

• Test aircraft materials to measure 
strength and hardness. 

• Analyze biud to determine the pres- 
ence of oil or gas* 
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What sidlis, abijities, and interests would help you succe^^ 
type of Work? 

To do this type of worH,' you should have the ability to 
the sldU to perform, and the interest in doing the following itehis. ; 
Not all Itenis are important to every job. 

• Understand and use scientific and technical language and 
symbols. 

• • ^ee slight differences, in form or texture of substances be- 
ing tested. ■ ■ 

• Move hands and fingers together to operate testing equip- 
ment and iise delicate, instruments. 

• Recognize coloi; shadiiigs that might indicate tissue conditiori 
or the presence of minerals in ore samples. 

• Make apd use^aphs, charts, and mapk to tecord data. 



WORKEI^V; 
REQUIREMENTS 
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CLUES 



• American Textile'^s Manufacturers InstitutOr Inc. 



Do you have cir can you develop theise skills, abilities, and interests? 

Your answers to the following questions will help you decide, 

• Have you used test tubes, microscopes, or other testing 
instruments? Do you enjoy workirt^ with such equipment? 

• Do you like to read scientific or .technical manuals or jour- 
nals? Can you understand the language and symbols used? 

• Have you collected rocks? Could you recognize the different 
minerals present in the rocks? 

• Have y oil had algebra or geometry courses? Do you like; 
yoiir math classes? Can you read and understand charts 
and graphs? 



PREPARATION 



erIoo 



How can you prepare for and enter this kind of work? 

Most of these jobs require workers to have a two- to four-year 
degree from. a vocational or technical school. Some junior cole 
leges and universitieis also offer the needisd scientific and tech- 
nical couri^es. Some workers in production miay move into testing 
if their skills and interests show an aptitude foj this type of work; 
Workers with .related work experience may sometimes obtain 
on-the-job training. Applicants who had scientific 6r technical 
' courses in high, school may obtain some of these jobs, ^ 
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What else should you know about these jobs? 

Many medical and technical facilities operate on a 24-hour 
schedule. Workers may haye to work at night or at different 
hours from week to week. 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE 



The following information is a summary of the traits and 
qualifications related to tho, workers in this group. As you -read 
it, try to relate your o\yn^ interests, abilities, aptitudes, and 



preferences to these vyorker traits. . ^ 




WORK ACTIV 

Workers ge!nerally prefer the following 
types, of w;prk activities; 
;i. Adivities dealing with things and objects. 
7p Activities bf a scientiJic and technical nature. 
•9..,. Adtivities invplvirig processes, methods, or machines. 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. ' 

Low Avg. High' 
DATA □ □ ■ -Analyzing, . 

P£OPLE ■ . □ □ ' - Speaking/Signaling 
THINGS • □ •□ ■ .- Precision Working 



WORK SITUATIONS 

" Workers are -willing to adjuis? to the 
! ' following types of work situations; 

8. Making decisions ^usingjdtandards that can be mea- J 

sured or checked. / ' ' • 

10. Working within precise limits or standards of accu^' 
racy, 

- ■ o' ■ 

ERIC . 



PHYSICAL DEMANDS ^ 

Workers must be able to i)erformi the 

following types, of physical activities. 

L Light work. .-. / ., 
i|, ■Reaching, handling, tofigering, and/or feeling. 

5; .Talking and/ or hearing. . . -y^N;^^ : . 

■6. Seeing. . ' / ' , '^^S-^ , 
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WORKING 



DITIONS 



Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 
I Inside. 



lAboRAToky TEchNoLoqy 



Workers apply logical thinking. and sci^|j^ic knowledge 
to perform prefcise t^sts and operate laboratory ^ equip- 
ment and machines in order to solve scientific problems^ 
They interpret technical instructions presented. in written, 
oral, diagram, or schedule form. These workers deal with 
.abstract and concrete variables sljch as laboratory equip- 
ment and procedures, and quality control 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are' rated on a 5 to 1 scale: 

Levels^ 
Low . to High 
5 4 3 :2v 1 



Aptitudes 



G -Genei-al . 
N - Numerical 
S- Spatial 
P - Form Perception 
. Q YClerical Perceplion 
K 4 Motor Coordiriatipn 
Ff^ Finger Dexterity ' 
I - Manual Dexterity: 
C - Color Discrimirtatlon 



3-Z. 

3-2 

3 

3-2 
4-3 

;■; a ■ 
3 
3 



GENERAL EDUCATIONAL 
PEVELO^'MENT (GED) 

GED is the general level of learning and 

reasoning acquired through schools, ex- 

perienio<^ or self-directed study. There, are^/ 

six GED difficulty levels, ranging from the 
-> -• in- 

most complex (6) to the simplest (1). The 

following statement explains why these' 

workers need the GED level 4-5. 



PREPARATION AND TRAINING 

Workers usually gain - the competencies/ 
and credentials {hey need to enter or a^^ 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

Entry and Advancement Information 

E - To enter some occupations workers only need the 
required competencies and credentials. 

A - To .advance to most occupations workers not only 
need the required 'competencies and credentials 
but also related work experieiice. 



Relate^ Formal Training Programs 

^Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

C -* College courses in* science. 

J - Technical school courses in laboratory technology. 

NFT>-Some occupations in this group have no relatetl- 
formal education or. training programs/ 

Training Time 

■ * * . 

bccupations ih this group may require 
from over 1 year up to and including 10 
years (SVP 6, 7, 8). . 
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Related High. School Level Courses 

The. following high school courses are 
helpful in preparing for the occupations 
in this group. • 
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• tJourses required foitentrance to post tiigii school 

• formal programs. , • v 

• Science courses related to the laboratory specially; 



OCCUPATIONS IN LABORATORY TECHNOLOGY 



C«phaIometHeAnily^ / . : y « 

Cihflmical-Laboritory Technitiah 

ClMmistiyTflelihofogM 

ColorW 

Criminalbt 
: C^technolQglst ^ 
V DecoHitamlnatOT - 

.Embilmer ; . • 

Filiit Uboritofy Technician I 
-lpngisri)riirrtClatliflv 
% Food Tester 

;Laboratdry SupervisorX 
■^Laboratory Tester 

Laboratory Tester ,. 



.022.281010 Medical-Uiboratory Assistant 
049.384 010 ^ Medicat-Labbratoiy Technician 

. 078.384 010 Medlc«l Technologist 

Q22.261-010 Medical TechnolO£ist,'Ch1ef' 

078.261010 IMetilliirsIcal Technician 

022.161-014 Morgue Attendant 

029.281.010 vPharmadsl 

078.281-010 Photographer. Sdentifle 

199.384 010 Pirot-Control Operator 

338.3710l4 Quali^-Control Technician 

976:381-010 Scientific Helper 

375.387-010 Tester 

"^029.361.014 Tester 

022.137.010 Tissue Technologist 
022.281.018 : Ultrasound Technologist 

029.261-010 Weatl^Ohsarver : 



V 



078.381-010 
078:381-014^ 
^t)7836ij014- 
078.161-010 ■ 
0ti.261-0lb 
355.667;t)10 
074il61-010: 
I43.062r026 
559.382^6 
012;261-O14 
199;364-014 

on;36iyoio 

029.261-022 
078.361-030 
078.364-010 
025.267-014 
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NATURE 
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This is an- Interest in activities involving the physical 
care of plants and animals, usuallv in an outdoor setting. 

You can . satisfy this interest by working in farming, 
forestry," fishing, and relate(3 fields. You may 'like doing 
physical vt^OTk outdoors, working on a farm. You may enjpy 
- animals. Perhaps training or taking care of animals would 
. satisfy you. You 'may prefer tb use your management abil- 
ities, ^ou. could own, operate, or manage farms br related 
businesses or services. , ■ 
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NATURE 



- /r ■. . '[ ■ . , 

Managerial work: nature is the >man- 
aging and directing of work in fai*ming, 
' logging, or forestry. It includes fish and 
animal breeding, landscaping,^^ and raric|i- 
ing. Some workers in this i^roup oWn and 
operate their own farms or related busi-. 
nesses. Private owners, large companies, 
and the government also employ workers 
in this group. Managers often do physicjal 
work with tjie people they direct. Job set- 
tings include farms, ranches, landscape * 
. nurseries, fish hatcheries, and forests. 




Landscape contractors plan-ahd execute landscaping 
operations' bt private and business residences. . . 

ERIC. \ 



WORK PERFORMED 

What vitould you di) as a worker in this; 
group? ^ 

- ■ . ■ . .■ , ■ • . * 

You would mai^e a landscaping or 
lumber ijig firrn, farrn, fish hatchery, nur- 
.seiry, ranch, park, or forest. You would 
hire ' and supervise other ; workers or : do 
. th6 worlc yourself . - • 

You would perform one or more of the 
. following tasks. 

• Plan and oversee the buying of seed, 
livestock, feed, fertilizer, and, other 
supplies.^ 

' • Plan and oversee thfe sale and ship-. 
, menj^f crops,, p'oultry,- livestock, fish, 

or tlMier. /■ • . 

* • Develop a, systerfi to keep ; fiViancial 

and production records. 

• Arrange contracts with logging com- 
pcinies to harvest tifmber. - ^ 

. • Supervise the workers; in a larg|' gov- 
ernment forest' or p^rk. 

• Plan and arrange for the purchase of ■ 
equipment and machinery. ' , . ^ 

• Raise poultry, shellfish, game'fciirds, 
reptiles, fur. bearing animals or grow 

' Christmas trees.,' 'rX 

• , ■ , ' :. • 
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Thig nursery manager checks^fie stock to determine which plants are re'ady for 
. sale; ' '■ 




What skills, abilities, and interests would help you succeecl-ln this 
■type'^fwprk?^ ;' ;;"-^.,^^^ ; / . ' ' ■.■ ■ , ■ ''.^ ■■ 

■■ To do this type of wphc, you should haye the ability to learn, 
the skill to perform,, and the interest in doing most of the follow- 
jjig item^. Not all items are important to every job. " 

• Work' outdoors. ' «r 

• Work with plants and animals. <^ , 
•' Keep financial ' and production records. |v i ^ 

• Deal with people in an effective manner when, hiring,-' super- 
vising, purchasing, or contractmg for the salei of products. 

• Know y6ur specific field of work thoroughly. 

• Hiy^ physical stamina-y* 

• Werk with your haiids. * . . : ' 



WORKER 
fREQUIREMENTS 



•Q ■ :. 
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Do you have or can you develop these sklllSf abilities, and interests? 

Your answers to the following questions will help you decide. 

• Have yo.u taken care of plants or animals: as a hobby? 

• Would; you like ,ta > learn more about growing plants or 
raising aninials? • " . . •• - ' 

• Have.you been a member of Future Farmers of .America or 
4-H? Were you involved in projects whieh required you to 
keep records? Do you enjoy record keeping? 

• -Save you fished, or camped as a hobby? Do you Jike out- 

. door activities? ■ /■ . • 

• Have you been a club leader or chaired a committee? How 
do you feel about being responsible, for the wo 

• Have you done any part-time or fuU-tirhe work on a farm,' 
fishing boat, or-^oi- a nursery or lawn bare companyT Would 
you like. to operate this kind of business? ■ . - . 
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How can you prepare for arid enter this kind of work? 

Most of the jobs in this group are open only to people with 
related work experience. Growing up on a farm may often, help 
prepare workers foi* many of these jobs. Formal training is 
offered at the high school and college levels. Many high schools 
offer vocational courses in agriculture. Adults may attend similar 
courses at night or on weekends. Many colleges and technical 
schools offer programs in agribusiness, animal husbandry, and 
forest management, They may also provide courses in small busi- 
ness management. Each state has at least one. college which 
offers four- and five-year programs in related fields. 

Courses in plant growing, gardening, or turf management pre- 
pare workers for jobs in nurseries, tree services, and landscap- 
ing firms. . 

Group-ruri^f arm businesses, big companies, and large farm 
owners hire workers with management training and farm experi- 
ence. Some of these workers form contracting companies which 
1^ services or purchase farm products. y 

What else should you know about these jobs? 

Jobs in farm msmagement are found in all parts of the country. 
However, the climate and the land dictate the location of jobs 
; related to special crops, such as citrus fruits or cotton. The 
timber producing areas of the F'acific Northwest and the South 
■ provide most of "the forestry and lumbering jobs. States which 
stock lakes and streams for fishing provide a few jobs in fish 
hatchery management. Jobs with plant nurseries, landscaping, 
companies, and tree service firms are usually found in city and 
subt&ban areas. . 

■ Federal loans are sometimes oifered to qualified people who 
wish. to start a farm or forestry service business. HoAvever, these 
• people should first be certain that this 'type of service is needed 
in the area, kew firms hire people in animal breeding, beekeep- 
'. ing, or fish farming. Workers can start these businesses at home 

with persoi/al finstncial investment. 

■ . * ■■ • V . . . '„'■.• 

• The following information is a summary of the traits arid 
qualiifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
O 'erences to these worker traits. 



PREPARATION 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS 
PROFILE 
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WORK ACTIVITIES 

Workers generally prefer the following 
types' of worjk activities. 

Activities dealing with things -and objects. . 
f '^:.', .;^/ business contact. 

7. Activities jof a scientific ajid technical nature. 
9. Activities involving processes, methods, or machines. 
.10. Activities involving wprliing on or producing things.. 



WORK SITUATIONS 

'. Workers are willing to adjust to the 
following types of work -situations. V 
1. Performing duties which change frequently. 

3. Planning .and directing; an entire activity. 

4. Dealing vyith people. v , ' ' 

7. Making decisions using personal iudgment^ ' 

8. Making decisions using standards that Hii be mea- 
■ suried or chicked. ... 



WORKER FUNCTIONS 

These may be ; the most difficult func 
. tions, workers perforfe) when dealing with 
data^ people, and things. 

: . . Low Avg. High 
DATA / □ □ ■ : - Gobrdinating " 
PEOPLE , ; ^ B □ □ - Speaking/Signaling 
THINGS.'. .□ □ ■ -Precision Working 



PHYSICAL DEMANDS i 

Workers must be able to' perform the 
following types of physical activities. 
L Light work. • 

M : Mediuiti- work. ; ' \ , , ^-' 
3.. Stooping,, ^neeling, crouching", and/or crawling. 

4. Reaching, handling, fingering, and/br. feeling; 

5. Talking and/or hearing. , 

6. Seeing- ^ 
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WORKING CONDITIONS 

■ ■ ■■ ' ■ -■ 
Workers /heed to adjust to the follow- 
ing physical surroundings and working 
conditions. 

C Outside. ' ; ; , 

B Both: inside and outside. 



APTITUDES 

These levels of aptitudes (ability to 
learn^ are related to the average, success- 

■ . , , ■ . • ■ • . • 

ful performance of workers in thisjgroup. 



High 
1 



Levels are rated on a 


5 to 1 scale. 


' ; Aptitudes 


Levels 




' Low to 


■> * ■ ' . ^ . ■ 


5 4 3 .2 


'G- General • 


. ' 3^2 


^-Verbal ■ ■ 




- Numerical 


- ■. '3 


S - Spatial 


. . 4 -3. ■ 


Q - Clerical Perception 


4-3 



GENERAL EDUCATIONAL 

VELOPMENT (GED) : 

GED is the general level of learning and! 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are*' 
six GED difficulty, levels, r-anging from, the 
most comple;^(6) to the simplest The 
following statement explains why these 
workers need the GSp ievel 5.' 

Workers apply scientific Itnovvledge of efficient agri- 
cultural methods to. solve practical, problems/in farming, 
animal breeding, or forestry. They interpret instructions 
presented in mathematical or diagram form. Tliese work- " 
ers deal with concrete and abstract variables such as 
business records, la^nd -'management, and timber :oper- . 
ations. * , . 



er|o 
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PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
^Vance to. occupations in this group through ^ 
formal education and training programs 
or through work experience. 



Entry and Advancement Information 
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Related High School Level Courses 

The fdllowi|ig high , school courses are 
helpful in preparing for the occupations 
in this group. . 

• Courses required for entrance to post high school 
formal programs. 

.• Basic Math, Language Skills?* 



A -To advance to most occupations workers not only 
need the required competencies and credentials 
but also related work experience. 



Related Formal Training Programs 

: Workers usually gain the competencies 
■ £bd credentials they need to enter occupaa^ 
tiohs in this group in the following ways. 
CT- College studies in agriculture, -forestry or business 
management- 

T - Technical school courses in agriculture or business 

^ management. . 
V- Vocational courses in agriculture. . 



Training Time 

Occupations in this group may require 
from over 1 year up ;to and' including 10 
years (SVP 6, 7, 8). 




OCCUPATIONS 
' MANAGERIAL WO^?K: 

Animal Breeder r : • ■ -■'■■^V-:?-:^^ 
Beekeeper//'. •. v ;.-.V;:/' vV 
truteer. ■ ' -v.. V; -.[■ '■■i..-'--':v'^ /""/-^ 
firmer^ CashpGrajfi"; • 
Fermefr Dhrarsfffed tfpp$ 
Farmer/netd Crop 
^Fanne^tlenerar ^ 
Fanner, Tree^Frutt-amlfNut I 
Fanner, Vegetdbte^; 
Field Contractor 
Fish Fanner v 
Iprwier / ; ^ 
' Forester JUde-' \ :. 'JS: 
fur Fanner ; -/^i^" 
6ame*Bin) Firmer^- v -/--^ ■ 
fieneral Manafii!^ 
H/Nrticultoral*S|i^ciatty Gn>mr» Field 
landscape Cdhtratitof;^^^;^^ ; 
- UndisMipeClafden V ' 

. Uveilqck.Randier/v: 'r/^^^r-'y^ 
Muasierr: Oliry fann::^. , , 
Manager, Flail HatcheiyC^^^^ 
Manager»Nurfery 
Pouitiy Farnieri ; 
Superintettdishf ^ Production 
TreeSiirgeori 

^Wildlife Control Agent^^^^v' 



IN 

NATURE 
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General supervision: nature? is oversee- . You would supervise other? at a farm, 

ing'iseveral kinds of work in farming, ^ish-' fish hatchery, nursery^ ranch;, park, forest;; 

ihg, or iorestry. Workers ih th'is. group . , or landscaping or lumberirig firm. You 

usually /work Ainder a genem ^^anage^. rnight work along/with those you super-, 

4ob settings include farrns, rapches^ land- vise 



\ 



4 ' 



/ 



scape iiurseries, flsl\ hatch^riesj' forests, ' ■ Yoii .wpuld perform one or more of th^. 
and fishing bb^ts. ~ ' * V ' ' '^^Uowing tasks. ^, ^ - v 

•/' . , V . ■ ' • SiiSiervise worker^' who^pla^t, c^i^^ 

■ ; - ' ' ' , ■■ " ■ - . Y?te, and harvest .farm cropA^^^^^^ 

' • S.uper^se work^r^Vho' -plant, cultt- 
' vate, haiVest, arid'^ack see(pin^;tri^€s. . 
; ' • ^qpervise wo'rkfers w^(^ jmlHc, Jb^ . 
. and-care-for dairy cbtvs/^ . / ' 
• Oversee' the work fish 'hatchepy.. 



WORK PERFORMED 



What would you'^do as a worlspr in this 




•■1 t , 



; Ttijs lpgg<ng;3dpelv!.S^pr " 



^ ij ; «4.v. • - 



California Redwood Association 
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'\ What skills, abitities« and interests would help you succeed in this 
kind of work? ' 

. To do this" tj^e of work, you should have the ability to learn, 
the sidll Jo perf-brm, and the' interest in doing most the follow- 
ing iteml^v Not all itegfis are iinportant to every 

• Demonstrate how to use the necessary tools and epuipment. 

• vWor^ with pjauts and animals. 

U§e lact to ^et people to finish a task. 
* 'Gi^e^clear directions. 

: • ■ Orgaiiize in the be^t way the work to be done. 



WTC 



WORKER 
REQUIREMENTS 



USb/V '—. Soil Conservation Service 




Do you have^r can you develop these skills; abilities, and interests? 

Your'answers to the following questions will help yoi/ decide. 

• Have you been in charge of a scout or^her group fpr a 
clean-up day? Did they follow your directions? 

• Have you belonged to Future Farmers of America or 4-H? 
Did you have a project involving plants or animals? 

• Have you worked full days mowing lawns, cutting weeds, or 
picking fruit? Could you do this type of work every day? 

• Do you like to camp, fish, or hunt? Do. you like to be out- 
. ■. 'floors? , ■ ; ' ; .' V " /, 

• Have you used rakes, shovels, saws, or other tools? Do you 
like to work with your hands? , 



CLUES 
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Directing a (^mmunijy 
rebycting project can give 
you experlerice In : 
orgartlzlng work" iarid 
supervising workers/ "T 




PREPARATION 



How can >^oi^ prepare for and enter this kind of work? > 
Jobs this group require experience in, doing the wprk to be^ 
supervised. Workers must knoyv about; the tools and methods 
used in the work. A v ^ - 

\ Vocational ^nd technical courses in agriculture, forestry, or V , 
related fields somWmes helps experienced people move into * 
these jobs. , ' / \ 



OTI^R 

CONSIDERATIONS 



What.else should you consider? . " 

Workers in this group usually stay witl) those being supervised 
all day* Workers may also be exposed to extremes of weather land 
other natural hazards. 



QUALIFICATIONS 
PROFILE. 



TJhe follQwing information; is a summary of the traits and 

quctlincatiohs related to the workers in this group. As you read' 

«fc . ■ 

it, try to relate your own interests, abilities, aptitudes,: and ^ 

. ..." ^ - ■ . 

preferences to these .worker traits. ' ^ 
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WORK ACTIVITIES 



workers generally prefer the following 



types of work activities. 



5. Ad 



9. Ad 



PH):$J^§CPVIANDS 

S^^st be able to perform the 



ivities resulting in recognition or appreciation from 



oW ers. 



ivities involving processes, riiethods, or machines. 



follo'^ving tfpes of physical activities. 

L Light work. '. 
M Medium work. ^ 
,3. /stooping, kneeling, crouching, and/ or crawling. 

4. Reaching, handling, fingerihg, and/or feeling. 

5. Talking and/or hearing. : 

6. "feeing. „ - 



WORK SITUATIONS . 



1! 



/\Yorkers are willing* to " adjust ^^^^e 
following types of work ^ituations.i, :p 

Performing duties which change frequently. ' 
/3: Planning and directiiig an entire activitjiV 
f 4. Dealing with people. I - ' 

7. Making decisions using personal judgment. : . 

8. Making decisions usihg standards th'at can be imea- 
suredXchecked. ' ' - 



WORKING! CONDITIONS ' 

Workers need to adjust to the follow- 
ing ph^ical surroundings and working 
^conditions. 



■•'D Outside. 



WORKER FUNCTICyNS 



These may be the most . difficult furtc- 
.\ tions workers perform when dealing with 
data, people, and ^hings. ^ 

■ .Low Avg. High ' 'v 

■; DATA ■■' ' '{H □ -Coordinating 

■ PEOPLE ■ - Supervising- • 

' THINGS ; . ^ Q ! □ Ml; - Precision Working , 

ERIC . ; . 



, APTITUDES 

Thes^f levels of aptitudes (ability to 
.learn) are related to the average suocess- 
: ful performance of workers in this group. 
Levels are rated on a 5 to 1 sc^e. 

■ ■ .■ 

; Aptitudes ^ Levels 

Low " to , High 
5 4 3 2 '1 



G -r General 
V- Verbar . 
N - Numerical . 
S- Spatial 
M - Manual Dexterity 



3 
3 
3 
3 
3. 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

• GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty leveils,' ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
jers need the GED level 4. 
Wnrlfn^ifdiill/f ii il and scientific thinking together 
with knowledge of agricultural production to supervise a 
variety of agricultural processes and workers. They inter- 
pret oral and written instructions. They deal with concrete 
variables such. -as picking .and loading equipment, seed 
stocks, and poultry. 



Related Formal Training Programs 



Workers usually gain the competencies 
and credentials they need to enter o^^tipa-^j 
tions in this group in the foUowing|vi^a5^Si-^ 
T - Technical school courses in agriculture anqirel 

subjects- • ' ;w : 

V " Vocational school courses in agriculture. ■ 
NFT-Most occupations in this group have no related 
: formal education o.r training programs. 



Training Time 

Occupations in |;his group may require ^ 
from over 1 year up to and including 10 
yeajrs . (SVP 6, 7, 8), ( 



PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to* enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



Related High School tevel Courses 

The follo^^ng high school courses are 
helpful in preparing for tjie occupations 
in- this group/ 



Important Courses 



• 'Basic Math and Language Skills. 



Entry and Advancement Informatipn 

• • . , . . . ^ 

■ A -To advance to most occupations workers not only 
need 'the required competencies and credentials 
but also, related work experience. 



ERIC 



Heljpful Courses 
• Biological. Seiences. 
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occupations' IN GENERAL SUPERVISION: NATURE , 
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TRAINING AlSd ANIMaL CARE 



Animal training <and care is the feeding . 
and taking care; of animals used^ for vari- 
ous purposes. Animals are trained to enter- ; 
tain. or be jof service to people! Many dogs/ 
cats? birds, and fish are raised ^nd sold as 
pets. Wild animals, marine animals/ horses, 
and dogs are trained to perform or to jrace. . 
Doigs are trained to lead the blind oh pro-* 
tect people and property. Small animals 
are raised for medical research. Animal 
shelters; zoos, circuses, and, pet shops em- ^ 
ploy workers in this group. Race tracks, 
medical labs, marine animal show^ and 
animal training schools also employ these 
workers. 



Joseph •Sroderick. Trainer 



Veterinarians and jobs related to the 
caring of farm animals are not ijicluded 
in this group. 



WQRK PERFORMJED :J : 

vyhat would you do as a worker in this 
group? 

■ ' ■ ;. ' . •' ' - 

You would take care of, animals by feed- 
ing, grooming, and exercising them. You 
would perform, oiie^ or more of the follow- 
, inig tasks. ' : -jv ■ 




'A 
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Animar trainers help meet people's needs for protection and enterTa<nment by . 
training domestic and wild animals. ^.j?; . ^ 



Jos 
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• Train animals to be obedient, perform 
; acts, or serve as guards or watchdogs. 

• Exercise animals at kennels or stables 
. to...k€iep them in good physical condi- 

: -tibn, ' ■■ v ■ . . ■ " ■ ^ 

•/Select and niix food for animals. 

• Study behavior of racahqrses and plan . 
V training programs for^them. ^ 

; ♦ Take ,vs^^^ samples an(3 check the 
condition and tempierature of ^fi^^ 
'tani^s. ^ 
, • Supervise workers who car^; f or ani-, 
: mals at a zoo. 
^ Comb and shafife d 

• Train animals to perforni for a circus, 

• Teach dogs to guide blirid people/ 

• Train bircis or other animals' to per- 
form night club aqts or act in motion 
pictures, or on television. ; ^ i/ 

• Take care of ponies used to give chil: 
' dren rides at a carhival: \ 




Would you enjoy grooming horses or taking care of 
anlnricils at a zoo? ^ 




What skills, abilities, and interests would help you succeed in this 
type of work? V ^ 

Tq do this, type of work; you should' have the ability to learn, ' 
the skill to performr and the interest in doing 'most of the follow- - 
irig items. NdtVall items are important to eVery job. ' 

• Like animals arid feel responsible for their well-being. . . , 

• Know the habits and.physicaKneeds of the types of a 

■ ■/^' you. work with. ■ * . •■ 

- • Judge the health and condition of an animal by the way it 
. looks ■ or acts. 

.•i Use ydiir, h^nds and fingers to groom and tre^t animals 
.. .Without hurting ; '. ' , ■ " 

, . .•'■Move eyeS' hands, feet, and body together to saddle and ride ^ 
horses, trjain animals, or keep, animal shelters clean. ' ' 
. Repeat signals and actions many times while training, . 
: animals. ' ■ 1 n^-n 

■■ERIC- • 
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The Humane Society of the United States 



\ 



CLUES 




Do you haye-or can you develop these skills, abilities, and interests? 

Your answers to the following questions will -help you decide; ^ 

,t Haw you raised or cared for an animal? Did you always 
remember to feed, wsiter, and groom it? 

• Have you taken care of a sicK or injured animal? Can you 
tell if an animal is getting sick or better by the way it looks 
or acts? ■ ■ 

• Have you lived or worked on a farm? Did you care for or 
work with animals? Did you clean barns, stables/ or pens? 
Could you do this type of work every day? 

• Have you had a -hobby raisings sniaU dm or fish? Did 
you use eyedroppers; strainers/ oi: other to^^ 

or care for them? T ■ [ 

• Have you trained a dog or other animal? Were yq 

with the animal when you had to repeat commands many* 
times? Did the; anjma;i learn what you were trying to teach? 
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How can you prepare for and enter thjs kind of work? 

Most animal care Jobs are ojpen to people able to follow direc- 
vtions and act quickly and surely. Most beginning workers are 
given simple duties. Other duties are added as workers gain 
experience. Some high schools, vocational schools, and junior 
colleges' have courses in animal care. These courses include hous-. 
ing and. feeding animals, basic zoology and anatomy, an& methods 
of treating sick and injured animals. - ' 

Workers experienced in the care of certain animals may obtain 
jobs in training these animals as .performers, guide dogs, or 
saddle horses. 



01.07 

PREPARATION 
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What else should you know about these jobs? 

This type of work involves more than feeding, w^l^gnngf^d 
grooming. Sometimes workers must remov^ waste from cafges, 
stables, animal shelters, or from the animals themselves. Treat- 
ing sick or injured animals may expose the worker to bites, 
scratches, ok ki(;ks,:r - 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE 




The "following information is a summary of the traits and 
qualifications related-to the workers in this group. As you read 
try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. 



s 



WORK ACTIVITIES 



Workers , generally prefer the following 
types' of work activities. 

3. Activities of a routine, definite, organized nature. 

4. V Activities, involving direct personal contact to help or,- 

Instruct others. 

, 6. -Activities Involving the commujicatipn of ideas and 
\ information. ' 

erIc. 



WORK SITUATIONS 

f ■ • 

■J ■ ■ 

W.orkers are willing to adjust to the 
following types of work situations, 
1. Performing duties whiqh change frequently. 
'4. Dealing with people. . • . 

7. Making decisions using personal judgment. 

8, Making decisions using standards that can be mea- 
sured or checked. 



I OS 
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WORKER FUNCTIONS 

These may he the most difficult funcr 
tions workers perform when dealing with 
data, people, and things. 



DATA 

PEOPLE 



Low Avg. 

□ □ 

□ ■ 

□ ■ 



High . 

■ - Analyzing 

'□ - ilistructing 

□ - Manipulating 



PHYSICAL DEMANDS 

Workers must be able to" perform the 
following types of physical activities. 



..APTITUDES 

These levels of aptitudes (ability to 
lear^)' are related to the kverage sucCe^- 
I ful *performanc!B of workers in this group. 
Levels" are rated on a 5 to 1 scalee^- -' : 



'Aptitudes 



Gt General 
V- Verbal 
P - Form Perception 
K - Motor Coordination 
F - Finger Dexterity \ 
M - Manual Dexterity 
E- Eye-Hand-Pdot Coordination 




L Light woik 
M Medium vv^rk. 

3. Stooping, kneeling, crouching, and/or crawling. 

4. Reaching, handling, fingering, and/or -feeling. . 
Talking and/ or hearing. 

6. Seeing. - 



GENERAL EDUCATIONAL 
DEVELOPMENT (GEO) 



WORKING CONDITIONS - 

' . ■ I. ■ ■ ■ . ■ 

Workers need to adjust to the follow- 
ing 'physical surroundings and working 
conditions. 

I .Inside. 
0 Outside. 

B Both: inside and outside.. 



er!q 



I 

iio 



GED is^ the general level of learning and 
reasoning ..acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the. 
most complex (6) to the simplest (l) . The 
following statement explains why these 
workers need the GED level 3-4. 



Workers use reasoning and personal judgment to carry 
out Instructions presented in written,, oral, or diagram 
form. They deal with problems involving concrete vari- 
ables such as grooming, equipment, cages, and feeds. 



TRAININqANd ANIMaIcARE 



PREPARATION AND TRAiNlNG 

' Workers usually gain the competencies- 
and credehtial$ they: need to enter or ad- 
vance to -occupations in this group through 
formal education and training programs 
or through work experience. 



Entry and Advancement Information - 

E - To enter most occupations workers only need the 
' .required competencies and credentials. 



ftelated Formal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 
NFT-Most occupations In this group have no related 
* formal edihation or training programs. 



WTC 



Training Time 



Occupations in, this group may require 
from over l' month up to. and including 4 
yeairs" (SVP 3, 4, 5, 6, 7). ■ 

Related High School Level Courses 

The following high school courses] are 
. ' ■ ■■ . '. * 

helpful in preparing for the occupations 

in this gjgoup. 

• Coucses required for completion of high school.. 



OCCUPATIONS IN 
ANIMAL TRAINING AND CARE 



.Aijiip«IK*8pir.'':^-¥-:>;;. ' 
: /talmi^Rlde MbRdiiit 

RanhoirMTriiner ' 
SUbte Mtshdant 
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: NATURE 



Elemental work: nature involves the use 
of physical strength and energy to do 
things with your hands. Work in this group 
jobs is usually done outside. These jobs 
are ipund on farms, fishing boats, or along 
fish|i^3^aters. Workers in this gi'oup may 
also find jobs in forests, parks, gardens, or 
,nurseries. 



WORK PERFORMED 

What-^wotild you do as a workeKin this 
group? 

You Would do active, physical, and Some- 
times heavy work. Much of the work would 
be outdoors. You wouljl use hand tools 
such as shovels or axes, Sometitnes, you 



would operate equipment such as plows, 
chain saws, or fish nets. You would per- 
form one or more of the following tasks. 

• Plant, tend, or harvest various types 
of crops. \ 

• Tend livestock or poultry. 

• Take care of flowers, plants, trees, or 
grass, y \: 

• Plant trees or operate logging equip- 
*menf. 

• Help care for a state or national park. 

• Work on a fishing boat. 

• Supervise others who perform these 
duties. • 

• Provide \a service to farmers such as 
spraying crops pr tending an irriga- 
tion system. 

Florida News Bureau 
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Workers spend many hpurs 
doing hard physical labor ■ 
at harvesting tfhne. 




Although logging equip- 
ment reduces some'of the 
heavy physical work, tree 
cutters must have physical 
. strength and energy to 
operate it. 



Bilt Hedrich. Hedrich Blessifig 



What skills, abilities, and interests would Help you succeed in this 
type of work? 

•To do this type of work you should have the ability to learn, 
the skill to perform^ and the interest in doing r^ost of the follow- 
ing it^ms. Not. all items are important to every job. 

• Do active physical wV^ for most of each work day. 
#. Work with your hands and use hand tools. 

• Adjust to routine work. 

• Operate farming, fishing, or logging equiprnent. ' , 

• Work outdoors' in all kinds of weather. 
. • Work with plants or animals. 
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REQUIREMENTS 
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Doypii have or fan you'developthe<s^^ and interests? 

Your answers to the following questions will help you decide. 

• Have yoy. worked full days, moyv-ing lawns, cutting weeds, or • 
picking fruits Cpuid you do this type_of wcTrk every day? 

• Have "yoti delivered newspapers OF shov^^ snow? Do you 
: mind ,vv^orkift§^utside in all kinds ^ 

C Have- you used rakes, shovels, saws, or othef tools? Do you 
. .. like to worlc^ith your hands? 

f ^^j^yejydii liv^^ farm? Did you have dailj^/chores? Do 
> /_ydu' like thjs'^ty.pe. of work? " ' " 

•-^p.%;ou. like, to camp, fish, or hunt? Do you Hke-ip: be out- 

Vo-dooKs^ ■ . ■ ■ ' 



ElciVIENTAlwORk: NATURE 
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^ How can you prepare for and enter this kind of work? 

Specific training is not required for most jobs in this group. 
K training is needed, the employer usually gives it to the workers 
when they are hired or when duties chanjge. Some jobs in local, 
state, or national parks require a Ciyil Service test. 
. Farm experience is helpful in getting a full-time farm job. 
Seasonal farm jobs usually, do not require experience. Many 
schools and training programs offer courses related to some "of 
the tull4ime jobs_in Jthis group. ' 

Outdoor recreation such as fishing, camping^i or hunting pro- 
vides helpful experience for some of these jobs. 



PREPARATION 



What else should you consider? 

Many of these jobs require long hours of hard work at certain 
times lof the year. For example, workers need to work long hours 

^ a^j.-'liianting or harvesting time or when schools of fish are found. 
;Storms at sea, severe winter weather, or forest fires are hazards 
in som^ of the jobs. Some of these jobs are seasonal and provide 

^ short-term employment. > 

General farming jobs are found in most sections of the country. 
Forestry and lumbering work is found mostly in the timber pro- 
ducing areas of the Pacific Northwest and the South. Most com- 
mercial fishing jobs are located along the coasts and in the Great 
Lakes region. Jobs with nurseries, landscape companies, and 
lawn and tree service firms are usually found in city and subuf-' 
ban areas. 



' OTHER 
CONSIDERATIONS 



The;f following information is a summary of the traits and 
qualifications related .to the workers in this, group. As you read 
it, try to relate your own interests, abilities, aptitudes, ^^nd 
preferences to these worker traits, . * 
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eIementaI woRk: nature 



WORK ACTIVITIES ' 



Workers genierally firefer the following 
types of work activities. 
1/ Activities dealing with thirjgs and'* objects: V 
3. Activities of 'a routine, definite, organized 'nature. \ 
9. Activities involving firocesses, metliods, Of .machines. 



WORKING GONDITIOfJS; f * 

Work^s need to adjust to the follow-^? 
ing physical Surroundings 'and working ' 
conditions. . 



WORK SITUATIONS ; ^ 

Workers 'arexwflling to 'adjust to the 
following, types of work situa'tipns. • 

1. .Performing duties which change frequently, ; 

2. Periormliig routine task?. 



WORKER FUNCTJONS ' 

These may be the most difiicult func- 
tions workers perform when dealing with 
»data, people, and things. 

Low Avg. High 
' DATA ■ . ■ □ □ -Comparing . 
■ PEOPLE . ■ □ □ - Taking lnstriy:tion/ 

Helping: 

THINGS ' ■ □ .'□ -Tending,. Handling 



PHYSICAL DEMANDS 

* ■ ' ■ 

..' Workers must be able to perform the 
following types of physical activities. 
M. Medium work. ^ ■ . . 

H Heavy work, IN 

2. Climbing and/or balancing, ' ^) : 

3. Stooping, kneeling, crouching, and/or crawling. 

4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/or hearing. 

6. Seeing. . . 



APTITUDES : ^ ; ; 

Thigse levels dfV aptitudes . (ability to 
leariV) >are related to the average success- 
ful performance, of workers in this group. 
Levei^ are rated on a>5"to 



Aptitudes 



P - Form Perception 
K - Motor Coordination 
F - Finger Dexterity ^ 
M - Manual Dexterity 



; Uvels ^' ^ 
towvv to High 
' .5 /4 3 2 1 

\ --.4-3 ' ' / 
■■ ■■ ■ . 3\ ■ 



GENERAL EDUCATIONAL 
DEVELOPMENT (^ED) , > 

GED is the general level of learning and 
reasoning acquired through j schools, ex- 
perience, or self-directed study. Th§re are 
six GED dif^culty levels, ranging from the 
most complex (6) to the simplest (1). The 
followirig statement e:£plains why these 
workers need the GED level 2-3, 

Workers use simple reaso(^ng to follow one- and two- 
step instruction^ concerning manual tasks outdoors. They 
deal , with concrete variables such as rakes/ saws, or 
fishing equipment. ^ 



eUmcntaI worIc: nature 



PREPARATION AND TRAINING 

WjOrkfers usually g^fn the /competencies* 
and credentials: they heed tolefnter or ad- 
vance to occupations ih this grqup through 
formal education and training programs, 
oj?, through wfork experience. ; 



0¥M 



Entry and Advancement Informatioh 

* . . . • ■ ^ 

E"To enter most occupations workers only need the 
required con^etencies an'd credentials. 



« 4 



Related Formal Training Programs 

Wdrkers usually gain the competencies 
and credentials they need to enter occupa-. 
tions in this group in the following ways. 

NFTr Most occupations in this. group have no related 
formal education or. training programs. 



Training Time 

Occupations in this group may require 
from a short demonstration up to and 
including 3 jnonths (SVP 1, 2, 3). / ^ ^ 



Related High School Level Courses 

The following high school courses si^e 
helpful in preparing for the occupations 
in this group. . 

• Courses required for the completion of high school, 

ERLQ - 



^' . OCCUPATIONS IN - 
ELEMENTAL WORK: NATURE 



Appie^Pa(^ing^,Header 
Ahificlal Ifisibmlnator 
Bucker i 
Cemetery Worker^ 
Chick Sexer ^ 
Clam Sorter ^ i'-'^^ 
CoWjpiinchflr 
Dog Catcher"^ 
Feller 1 

Farm Machine Operator 
Farmworkeri Daily 
farmworker, ptversifletf Crop^l 
Farmworfor; Fruit 1 / ■^ r 
Farmworker, FruH 2 
Farnjworker^ General 1 
Farmworker, General 2 ^ ^ 
Farmworker, Grain 1^ ^ • * 
^rriiworker, Grain 2 : 
nrmworkerrUvestbck 
Farmworker, Poultry \ ■ 
Farm worke^ Rice ■ 
Farmworker, Vegetable I t 
Farmworker, Visgetable 2. : ' 
Hsh^i, tiiie 

Fisher, Net ^ • ■ 

ForestFire Fighter 
Forest Worker 
Greenskeeper 1 

Groundskeeper, Industriai-Commerciat 
Groiindskeeper, Parks arid Grounds 
Growth-NeduaMfxbr, Mushroom 
Harvest Workeri Fruit 
Horticultural Worker! 
Horticultural Worker 2 
Irrigator, Gravis Flow 
Laborer, Brush Clearing ;^ 
Laborer, Landscape 
Laborer, Poulfry Hatchery 
Logger^ AII-Roi{Rd 
LogSorter 
Milkeff Machine 
Packer, Agritultural Produce 
Pbuiby Debeaker 
Poultry I nseminator 
' Poultry Tender 

Jhellfish^Bed Worker • ^ - 
^rter, Agricultural Produce 

Supervisori FellingrBuckIng 

Teamster 

Trapper, Anrthal 

tree Gutter. ^. 
Tree Planter ■ ■ ' 
Tree Pruner ' 
Tree Trimmer 
Tree-Trimmer Helper 
Yard.Worker . 



920.687-010 4 
m3S4 0lO ■ 
454:684-010.< 
406.684-010:- 
4U,68>-0W 
446^7^10 
4lb.674-dl4. ' 
379;673.010 ^ 
454.384-010 i 
409;683-010 
410.684-010 
407;663-01O 
403.683-010,: 
403.687-blO < 
421.683.010 
421.'68?-0IO i 
401.683^010 i 
401.687-OJO 
410.664^()I0 < 
411.S84.010 ;. 

401.683- 014 ; 

402.663- 010^ 
402:687-010 ^ 

442 ;6M-010 ; 

441.684- 010 V 
452.687.014 
452.687-010 
406.137-010 •: 
4b6.684-bl4 '■ 
406.687.010 : 

405.683- 014 
403.687-018 

405.684- 014^ i 
405.687-014 
409.687 014 
459.687:010 
408,687-014 ^ 

; 4U.687-022 
454'.684.bl8 
455.684-010 
410:685-010 
920.687-134 ■ 
411.687.1)26 
411.384-010 
4il.364-014 
446.684-014 
529.687-186 
454,134010 

919.664- 010 

. 461.684-014 .. 
454.684-026 : 

. 452.687-018 
408.684-018 
408.664-010 
4d8.667.0lb 
301.687-018 
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This is an interest in using authority to protect people 
and property. 

^You can satisfy this interest by workingJn liaw enforce- 
ment, fire fighting, and related fields. You may enjoy men-^ 
tal challenge and intrigue. , You "could investigate crimes* 
or fires. You may prefer to .fight .fires and refepon(3 to other 
emergencies. You may want more 

job in guarding or patrolling would satisfy you. You may 
prefer to use- your management ability. You could seek' 
leadership positions in law enforcemeht and the protective 
services. 



AREA 

AUTHORIZEb 
PERSONNEL ONLY 
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Safety and law enforcement is the en- 
forcing of rules concerning public welfare • 
and safetyl Most jobs in this group are in, 
government services. Police departments; 
fire departments, ^nd similar agenciei^ 
employ many workers.^ Businesses offer 
few job openings. v 



WORK PERFORMED . ; . ^ 

What would you do as a worker iri this^ 

group? I ■ ; }-^-\^ 

You would enforce laws and safety rules. 
In many jobs, you would plan and direct 
the work of other police or safety officers. 
In some jobs, you would investigate crimes 
.or disasters, ; 1 



Most of your duties would depend on 
your specific job. You might perform one 
or nriore qf'thfe following tasks. . 

• Direct workers to put out a fire or 
perform a; rescue operation. 

• Question suspects and witnesses and 
. r ' make arrests. . 

Train" or instruct new recruits in -a . 
police or fire department 

• Command a police boat to ;regulate^ 
. harbor activity. 

• InvestigEtte and arrest persons sus- 
pected of illegal sale or iise of nar- 

" cotics. 

• Plan and direct accident preventiori 

•* ■ - . , ■ ■ 

.and safety ptograms. 



A fire chief must remain 
■ cairn In emergency 
• situations. 



er|c2 
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New York City Police Department 



PoUce officers use tact. and courtesy to question witnesses and colject evidence 
related to crimes. , - , r 



What skills, abilities, and interests woul(i help, you succeed in 
this kind of work? _ 

■ To do this type of work, you should- haive the ability to learn, 
the skill to perform, and' the interest in doing hiost'^f the,fpllow- 
ing items. Not all items are important to every i'S^^: ' r M 

• Know laws and safety rules as well as ways 4:<?^'ei%f ce thiemr 

• Organize, plan, and direct the work of others. . . ' 

• Use guns and safety e^iuipment skillfully. 

• Use physical strength in emergency situations. 

• Collect, organize, and analyze evidence relat^d-to-crimes or 
accidents. {'. / , 

• Write clear reports. - *a' I 

• Use tact and courtesy in working with othei^. 

ERIC ' 
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^AFiETy ANd Iaw enForcemen t 



^ Do you have or can you develop these skills, abilities, and interests? 

. Your answers to the following questions wiirhelp you decide. 

• Have you? had courses in government, civics, ar. in4he study* 
' of crinie? Did^you find these subjects interesfing?, 

• Have you been a member of a volunteer, fire department or 
emergency reseue squad? AVere you given training for this 

:■ work? : ' .. ■ ■ •. .\ '. ' 

• iPo you read detective stories or follow the details of current 
trials ?'-Do you try to solve mysteries as you redd them? . 

• Haye you been ah officer of a school safety patrol unit? Do 
you like being responsible' for the 'wb ] ' 

• Have you used a gun for hurtting or ia target praetice? Are 
you a good shot? . 

• Have you had lessons in wrestling, karat^nr judo? W'ould 
you like work involving the use of such physjcal skills? 




Careful inspection, of '^fety equip- 
ment nri3y save a worker*s llfe. 



self-defense skills can help you meet the physical 
demands of this group's occupations. 
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SAfETVANd Law enForcement 
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How can you prepare for and enter this kind of work? 

Local civil service rules control the clioice of police officers in 
•. most large cities :"and in many small ones. Applicants must meet 
; specified requirements. They must be U. S. citizens, and be within 
ciertain height and weight ranges. Applicants may be required to 
take, written, oral, and physical tests. Often gieir strength and 
their ability to move quickly and easily are tested. Applicants 
should be physically able to use firearms or ^work on dangerous 
assignments. All applicants are investigated. 

Most police departrrients hire peoplyvith a high school educa- , 
tion or its equal. However, some departments hire people with 
less education; They- often acciept those who have done guarding 
or volunteer poli(/e work. In some cities, high school graduates 
-^-^an^-enteC-^iQUcejWork as cadets or trainees. 
'. Jobs with federal law enforcement agencies usually require a 
college degree. For example, FBI agents are required to have a 
degree in law or accounting. Those with accounting degrees must 
: have at least one year of related work experience. ' 
■ WpijKers are promoted to rhosf jobs in this groUp after they 
gain experience in related jobs. However, a few jobs are open 
to people with the proper educatidn and training in the field. ^ 



04.01 

PREPARATION 



What else should you kqow about these jobs? 

Most people in these jobs may be called to work any time they 
are needed. They n^ay work overtime during emergencies. In 
many of these jobs, the worker may be exposed to- physical 
danger. » - 



OTHER 
CONSIDERATIONS 



The following information i& a summary of the traits and 
qualifications related to the workers in this group. As you read 
i it, iby to relat^your own intetestsi. abilities, aptitudes, and 
• preferiences to these worker traits. - . 
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WORK ACTIVITIES ' 

- Workers gen^railiy pirefer the . following 
types of work activities. ' 
•2. Activities involving business contact. ^ 
5;-^ ActiyitMresulting in recognition: or appreciation from- 
• others. ;~- 
6; Activities involving the communicatioi^ of . ideas and 
V information: 



WORK Situations 



' ■> 



- Workers are willing jto ^^^^a^^^^ 
follbwing types of ^wdrk situations, ■ 

1. Performing duties which chang^ frequently. -^ 

3 " Planning and directing an^:entife ictivity. v ^. 

4^ Dealing with people^ ■ ^\ ■'' 

6; Working under pressure. 

X Making decisions using personal judgment; / 



SAfETyANd Law ENFORCEMENT 



WORKING CONDITIONS^ 

Workers need tb adjust to the follow- 
ing physical -surroundings aiid working 
conditions. ~ ' -i^ ' < " 

I Inside. ^ . ^ / 

B Both: inside and outside. ■ ,; 

6. Hazards. . . ^ ' • • 



aptitOdes 

These levels of - aptitudes (ability to 
learn): are related to the average success- 
ful performance of workers in this group, 
■-^liievels ate' rated on a 5 to 1 scale. 
; f Aptitudes , Levels - 

. " . Low to High 



WORKER FUNCTIONS 

These may. be the most difficult func- 
tions workers perform when dealing with 
data, people, ^and things. 

' Low Avg. High" . ■ 

•DATA . : □ □ •■ -Coordinating! -^'': 

people:^ ■ □" . - Speaklng/^ignah'ng 

THINGS ■ □ □ .-Handling ; 



PHYSICAL DEMANDS , 

J^Vo^k^rs must be able to^terform the 
following types of physical activities. 
S Sedentary. woi'k. 

L Light work, . '■■ 
2. Climbing and/or balancing; 
■3. Stooping, knieeling, crouching, and/or crawling. 
'4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/or hearing. ; . , , 

6. "Seeing. . : 



,G- General , 
V- yerbSl 
? - Form Perception 
Q - Clerical Perception 



GEr^ERAL EaUCAfiONAL 
DEVELOPMENT (GED> 



3-2 
'3-2 
4 --3 ' 
3 



QED is the general level of learning and 
reaspning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains' why these 
worker^ need the GED level 5. 

Workers, apply logical thinking to conduct detailed 
investigations or coordinate activities related to enforcing 
laws and safety regulations. They collect facts, evaluate 
iriforrnation, ahd draw valid conclusions. They deal with 
abstract and concretje varjables such as^aws, criminal 
evidence, and fire fighting equipment. 
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PREPARATION AND TRAININQ 

Workers usually "gain the competencies 
, and credentials they need to enter or ad- 
vance to occupations in this group through 

■ formal education and training programs, 
or through work experience. 

Entry and Advancement Information 

. A -To advance to most, occupations workers not only 
./ need the required competencies afid credentials 
but also related work experience. 
C - College degree with a major in law, law enforce- 
ment, or accounting. . 
T-Studies in a one- or two-year technical program in 

law enforcement. , 
NFT - Some occupations in this group have no related 
formal education or training programs. 

■ ■ .-/x- : /- ;■ \ 

Related Formal Train ^^g Programs 
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training Time 



Occupations in this group may require : ' 
from over 1 year up to and over 10 years 
(SVP 6, 7, 8, 9) . 



Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. ■ 



Important Courses 

• Courses required for entrance to post high school^ 
formal programs. - . 



Workers usu^illy gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ^yays. 



Helpful Courses 

• Language Skills, GovermnenV Sociology. 



OCCUPAtlONS' IN SAFETy AND LAW ENFORCEiyiENT 
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375.267.pii5 

375.1B7-022 

375.267-014 

373;l34-bl0 ■ 

373.117-010 

373.167-018 

379.167-010 

372.167-014 

375.167.026 



Investijsator, Private . 
Park Superlntsiident r 
PolicB Chief . ' : 
PbliM Officer 1 ' , : 
Police SiBrgeaniPreiiirict 1 . 
Sheriffr lteputy :v> ' ; v 
Specid Agent . 
Special Agent'in-Cfiarge 
State-Higliway Police Officer 



; 376.267-oia:^ 

375.11^^010:; 
. 375.263-014 i 

375J;33-0i0;' 

377:263-010 :i 

:375.l67-042^r 
: ^6ii67-0i0 :^ 
. 375263 W,-^ 
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SECURITy SERVICES 



Security services keep people and prop- 
erty safe froiri unlawful acts or from such 
hazards ^s. fires or accidents. Many jobs in 
this -group are found in government ser- 
- , vice* Hotels, stores, resorts, and industries' 
may hire some workers in this group. 



WORK PERFORMED 



What woiild you do as a worker in this 
©'oup? 

You would patrol, guard, or investigate 
to prevent theft, injury, disorder, destruc- 
tion, or vandalism. - 



You would perform one or more of the 
following tasks. ». 

• Act as gi bodyguard to protect a per- 
son from injury or invasion of privacy. 

• Guard money or other valuables in an 
armored truck. - : , V 

• Guard prisoners in a jail; > 

• Keep order in a night club and^rerhove 
disorderly piersdns. 

• Watch people in swimming areas to 
prevent drowning and provide fii^t 
aid. 

• Prevent or^^^ut out fires or rescue 
' passengers and crew at plane crash 

• ' sites. ■ 

• Patrol a ski areja to protect skiers.' ' 
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Would Ypu like -tf^ h^^ 
vthe responSjlbillty ©fe^ 
protiect ihg t hia propjerty); 
of others?; ■ ■ l^h^^^ 
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Robeson's Department store 

A security guard must have a keen eye to detect suspicious behavior. Can you 
detect what illegal activity is tai<ing.place? „ ■ 



What skills, abilities, and interests would help you succeed in 
this kind of work? ' 

To (Jo. this type of work, you should haye'the ability to learn, 
the skill. to perform, and tlpie interest in- doing most of the follow- 
ing items/ Not all items are important to every job. 

• ibibw laws and safety,, ri4e)^i ^ 

. • Recoghize illegal activities arid signs pf danger. 
'••'Stay, calm when facing emergency, situatio^^^^^ 

. • Use physical strength ip. emergency situations. . . 

: • Use guns or fire fightfng equipment skillfully. 

.• Make (ji^ick decisions artd take -prompt action. 

- "*.• WorK well with people in. many kinds of situations. * 



WORKER 
REQUIREMENTS 
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SECURITY SERVICES 



Da you have or c%n you develop these skills, abilities, and interests? 

Vour- aoswerslPo tHe following questions will help you decide. 

• HaVe'^you'been. a member of a school safety patrol? Did you 
' , like ejQforcing safety r 

• Have^you used- a gun for hunting or target practice? Are 
> Vou a good-shot? 

•;Have you 'been a member of a volunteer fire or rescue 
■ -siquacl?:;^^^^ stay calm in emergencies? 
■i» Have you ta^ a first aid course? Can you treat irijuries . 
V quickly and skillfully ?v 



i 





SECURITY SERVICES 
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How can you. prepare for and enter this kind of work? 

Some employers reqtdre workers to have a high school educa 
tioii or its equal: Applicants must provide character* referenc 
and have no police record. Some employers require that appli' 
cants show their skill in using firearms. People applying for 
.federal government jobs need to take written and physical tests. 

Many of these jobs are open ^ those who ha^ little work 
ecperience. However, employers often prefer peo^e who haVe 
worked for military, local, or state police. ' 



04.02 

PREPARATION 



What else should you know about these jobs? 

Some of these^obs involve night work, In some jobs, workers 
take turns 'working daytime, weekend, and holiday shifts. Work- 
ers run the risk of injury by lawbreakers and suspects. This risk 
is higher When: the- worker is arresting or guarding such persons. 

Workers in theise jobs are often reijuired to be bonded. This 
meaiis they need to have special insurance to assure their hon- 
esty. They may also be fingerprinted. 



OTHER 
CONSIDERATIONS 



' QUALIFICATIONS PROFILE 

iTie following >mformatipn is ■ a summary of the traits and 
qualifications relaW to the workers in this group.- As yoii read 
it, try to relate yout^wn interests, abilities, , aptitudes, and 
preferences to these worker traits. - ^ 



WORK ACTIVITIES 



WORK SITUATIONS 



Workers gefierally prefer th5 following 
types of work activities. , 

2. .Activities involving business contact. 

3. Activftieis of a routine, definite, organized nature. 

6. Activities involving the communlpation of ideas and 
. information. 



Workers are ^willing to adjust to the 
following types of work situations. 

4. Dealing with ..people.' v „ , . 

6. Working under pressure. > ' j 

7. Making decisions using personal judgment 
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WORKER FUNCTIONS 

• These may be the most difficult func- 
tions workers perform when dealing with 
data, peojple, and things. 



DATA 

PEOPLE 

THINGS 



Low Avg. High 

'□ ■. □ 

■ ■□ □ 

□■ m- □ 



- Compiling 

- Speal^ing/Signaling 

- Driving/ Operating 



SECURITY SERVICES 



APTITUDES 



. These levels of aptitudes (ability to 
learn) are. related to the. average success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 



PHYSICAL DEMANDS 



Aptitudes 



G'- General" 

V- Verbal 

P- Forr^Perception 

Q - Clerical Perception 

K - Motor Coordination 

M - Manual Dexterity 



Levels 

Low "to High 
5 4 3 2 1 

. 3 

■■■3.' 

4-3 . 
• 4 
4-3 
4-3 ■ 



Workers must be able to r perform the 
foUowing types of ptiysical activities. 

L Light work. ^ 

M Medium work. 

4, Reaching, handling, fingering, and/or feeling. 

5. Talking and/or hearing. • 

6^ Seeing. / ^-t 



WORKING CONDITIONS 

Workers need to adjust to the follow^ 
ing. physical surroundings and working 
conations* 

I Insitle. - 

B Both: inside and otitside. ' - 
6.. Hazards; v.: . . , ^ . " 



GENERAL EDUCATIONAL 
DEVELOPMENT (GEO) 

GED is the general level of learning and 
reasoning acquired through schools^ ex- 
perience, or self-directed study. There arfe| 
six GED difficulty levels, ranging from thfe'" 
most complex (6) to the simplest (1) . The 
following statement exjplains why these 
workers need the GED level 3-4^ 



^ Workers use reasoning and technical knowledge , to 
handle security or emergency situations. They carry out 
instructions presented in written, oral, or diagram form. 
They deal with practical problems involving concrete, vari- 
ables such 2fe firearms, first aid equipment, and fire fight- 
ing tools , ■ ; ; 



SECURITY SERVICES 
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PREPARATION AND TRAINING 

■ > . ■ . 

Workers usually gain the competencies 
and credentials they need to enter or acJ- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



Entry and Advancement Information 



Training Time .\ 

Occupations in this group may . require 
from over 1 monthxup to and including 1 
year IsVP 3, 4, 5). 

Related HigK School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 

• Courses required for completion of high school. 



E- To enter most occupations, workers only need the 
required competencies and credentials, 



Related Formal Training Programs - 

Workers usually gain the competencies^ 
and credentials they need to enter occupa- 
tions in this group in the following ways. 
T- studies' in a one- or two-year technical program m 

law enforcement. 
NFT-Most occupations jn this group have no. related 
formal: education or training programs. 



OCCUPATIONS IN 
SECURITY SERVICES 



Armored-Car Guard 
Bodyguard ^ 
Border Guard 
Correction Officer 
Deteftive 1 
DetecttyoZ " 
Fire inspector " 
Fire Ranger v 
Guard, Security 
Lifeguard- ^ ' " 

Parking Enforcement Officer 
Park Ranger 
Police Officer 2 
Ski Patroller 




372.567*010 
372;667 014 
37S.363^blQ 
372,6fe7-dl8 
376.367 014 

^376^667^14 
373:367^10 
45^^67^014 
3K2.667^ 
3«.6B7^014 
375,587*010 
169.167^042 
375:367-010 

^379.664010 






Delta Air Lines 
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This is* an interest in applying mechanical principles to 
practical situations/ using machines, hand tools, or tech- 
niques, . . * ' 

You can satisfy this interest in a variety of work rang- 
ing * from routine to complex professional jobs. You may 

, eiijby working with ideas about things. You could seek a 
job in engineering or in. a related technical field. You may 
prefer to deal directly wiih things. You could find ei job in 

* the crafts and trades,' building, making, or repairing things. 
You may like to drive or operate vehicles and special equip- 
ment. You may prefer routine or physical work in settings 
other than factories. Perhaps work in mining or construc- 
tion would satisfy you- 




115 



09.01 



WTC 



ENqiNEERINq 



Engineering is the use of science and 
mathematics to solve problems in con- 
struction, manufacture, and other indus- 
tries. . Factories, construction companies, 
mines, oil fields, and research labs employ 
, workers in this group. 



. WORK PERFORMED 

What would you do as a worker in this 
■ group?' . ■ . ' 

You woyld specialize in architecture or 
in one. of the engineenng fie^^^ 
fields include electricalj electronic, .civil,^ 
" mechanical, ceramic, chemical,/ aerospace, 
or industrial engineering. You would con^ 



duct research and design products or 
methods /to solve engineering problems. ' 
You .would perform one or niore o| the 
following tasks. 

> • Design and pvers^Q^ the building of 
airports, bridges, or dams. " * 

• Plan industrial equipment layout and 
workflow. ^ 

• Design mechanical, electrical, or elec- 
tronic equipment.^ 

• Design irrigation systems, to provided 
water for farming, 

• DeSign'Vays to mine deposits of ore ^ 
, _ or cpaL . ' 

• Conduct research to develop liiew^ - 
materials for industry. 



Savannah River Plant 



Esmark 





Your work &s an engineer may take you to a testing center, a construction site, or 
a drilling rig at sea. 'V 



ENqiNEERINq 
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What skills, abilities, and interests would help you succeed In ^ 
this kind of work? 

To do this kind of work, you should have the ability to learn, ''. 
the skill *6 perform, and the interest in doing most of the follow- 
ing items* Not all items are important to every job. 

• Know and apply basic principles of engineerfng. 

• Use math and science to solv^ engineering problems- 

• Use chemical formulas. 

• Form a mental image of objects of structures by looking at 
drawings. ^ 

• Make drawings to illustrate machine designsy factory lay- 
outs, or highway plans. ^ ^ ^ 

• Persuade, advise, and assist customers in purchasing engi- 
neering products or services. X , 

• Explain technical ideas to others. , 



WORKER 
REQUIREMENTS 



Abbott 



■ V \i airtd develop ; 



ERIC 
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. ; Dow Chiemical USA 

Manufacturing engineers are responsible for i^tram'ing. workers to use g.^new 
system.: . ' ' . ■ ' * ' " ■ 



CLUES 



Do you have or can you develop these^skills, abiiities^'and jihterests? 

Your answers to the following questions- \v11I help you decide.. 
^ Have you read Inechariical oi^ automotive design magazines? 
.Can you understand the technical ■ articles in them? . 

• Have vou*^. taken courses in' advanced -Jnath or science? Do 

, ' . ' ' ■ , ■•v 

\ you like these subjects? . - : 

• Have/you built, a model airplane of car? Can "^ou^lOol^^ 
drawings or read directions and picture the final structure?. 

• Have- you built a tedio, television, or amplifier using a com- 
mercial kit? Do you like to work with electrical or electronic 

; products? 



PREP'ARATION 



ERJClS 



. How can you prepare for and enter this kind of work? 

A. background in. math, physics; and chemistry is needed ^to 
enteV. most engineering schools. An engineering degree prograrn 
includes courses in math,- physics/TR&ifflstry,^ social sciences, and 
English. The last two ^ears are devoted\:o specialized engineer- 
ing coiii'ses.. • ^ 



ENqiNECRINq 



Some engineering schools have ^ a^^^ 
poUeges. Such agreef;nfents allow students to spend three years in 
coUege and two years ' in engineearing schobi; A degree-is then 
granted by each school. Some engineering schools offer w^rk- 
study programs. Students diupi a part qf iheir tutition and ge.t 
experience as they learn. Ho\vever^thes^. programs take Jive or 
six years- to' coniplete.^ ^'; ^ 

Worlceirs ijs'ually need a tiachelor's degree in engineering to 
enter this, type of.*WQrk. HoweVer, c6 graduates trained in 
science or' math maj^j qualify for some beginning jobs. Experi- 
enced techriiciatjs^with courses in engineering are sometimes 
advanced to engineering jobs. * 

All states require engiheets whose work affects the life, health, 
or property of others to have a license. An engineering degree 
and four years of expeHer^ce are usually required for^a license. 
License applicants may also need to- pass , a state exam. 



' ■/ 



/ 



■ / 

■/ .. 



What else should you know about these jobs? 

\Jobg* in this group often require workers to visit construction 
sitesj plants, mines, and'other work areas. 



q|ja|!fIcations profile 



OTHER 



CONSIDERATIONS 



The following information is a summary of the tr^its__ajjd 
qualifications related to the workers in this group. Ag:.you read 
it, try to relate your own interests, 'abilities,, aptitudes, ancf 
preferences to these, worker traits. • 



WORK ACTIViTIES 



Workers gieherally prefer the following 
types of work activities. 
. 1. Activitiesvde'atihg with' things ^ . 
. 2. . Activities ,invo|vfhg busifiess contact. 
, 6. Activities involving jhe/com^m of ideas %d 

information. \ , . . r 

* 7. Activities of - a •scientific a lid technical natui^^;,: ' 
. 8. Activities involving creative thinking. 
>9. Activities involving processes, methods, or " machines. 

' . o ■ • 
ERIC . : 



WORK SITUATIONS 

Workers, are willing^ to adjust to the 
following types of wor^ situations. 




which change frequently. 



Per forj; 

:Do«llfrWl!h people. 

Making decisions using personal judgment. ' 
8,'.^ Making decisions using standards that can be mea- 
" sured'or checked. 
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WORKER FU|!<lCTIONS 



These mayf be the most diffi^GH func- 
tions; workecB perform when dealing with ' 
data, peopW, ahd things, 
.m Avg. High . 
DATA - / □ D ■ 
PEOPLE / » □ □ 
THINGS. - / □ ■ 



-Synthesizing 
^Speaking/Signaling 
^ Operating/ 
Controlling 



PHYS/GAL^EMANDS 



Workers must be able to perform the 
following types of physical activities. 
S Sedentary work. . . 

L l/ight work. 

^. JKeaching, handling/ fingering, and/or feeling. ^ 

5. Talking and/or hearing. 

6. Seeing. 

WORKING CO^JDIT 

Workers need to adjust to the follow- 
ing physical . surroundings and working, 
conditions. 

I Inside. \ r/ \ 
B Both: inside and outside! 

APTITUDES 

These levels of aptitudes (ability to' 
learn)> are related to the average success- 
ful perforrrtahce^ of workers in this group. 
Levels "are rated on a 5 to . l scale. * 

. Aptitudes Levels 

Low to High 
■ 5 4 '3 2 1 



G - General 

V- Verbal 

N- NHDerical " 

S- Spatial 

P - Form Perception 



2-1 
2-1 
2-1 
2 
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dENERAL EDUCATIONAL 
DEVELOPMENT (GED) . 

GED is the general level of learning and 
reasoning acqu|ired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levisls, ranging from the 
most complex^ (6) to thenskrlplest (1). The 
following statement explains why these 
' workers ne^d the GED level 5-6. 



Wor1ferrTplii^yl)rincipl^ of logical or scientific think- 
ing to the design, production, construction, or processing 
of products or materials. They ir(terpret technical infor- 
rtiatioii and ^eal with formulas and other scientific equa- 
tions. They yalso deal witti abstract and concrete variables 
such as rnatefials stress, chemical reactions^ measuring 
equipment/and aesthetic design. ; 



PREPARATION A^D TRAINING , 

Workers usually gain . the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group' through 
formal education : and ti^aining programs 
or through work experience. \ ' 

Entry and Advancement Information 

E- To enter some occupations workers dnly need the 

required competencies and credentials. . 
A -To advance to most occupations workers not only 
need the reqDfred ^ competencies and credentials 
but also related* work experience. 

Related Fprmal Training, Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this groups in the following ways. 
G - Graduate 'degree in engineering for some occupa- 
tibns. • ■ . 
. C- Four-year degree in engineering for most occiipa^ 
tions. 



Training Time 
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Important Courses 



09.01 



Occupations irt this' group may require 
from over 4 years up to and over 10 years 
(SVP 8, 9). , 



• Courses required for entrance to post high school 
. formal programs. 

• Algebra/ Geometry, Advanced Math, Pfiysics. 



/ 



/Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 



Helpful Courses 



Chemistry, Composition. 



OCeUPATIONS !N ENGINEERING 



Aerodjniamlst 


^^=^^2.061-010 


A(ir«nautici|-0«sign Engineer ' - 


002.061.022 


Aeronautical Engineer ^ 


002.061-014 


Aaronautical-Research Engineer 


002.061-026 


JUronautfcat Test Engineer 


002:061-018 


'Agricultural Engineer 


013.061-010 


Architect 


001.061-010 


Architect. Marine', , 


001.061-D14 


Automotive Engineer 


007.061-010 


CeriintiiE Engineer 


006.061-014 


Chemical Engineer ' 


008.061-018 


CivH Engineer 


005.061-014 


Clericaf-Mflthoda Analyst ' 


161:267 010 


Configuration Mdinagement Analyst 


0I2;i67-010 


Director, Research and Development 


189.117-014 


Electrical Engineer 


, 003.061-010 



Elflctricil EnsinMr« Power System 

ElecUlcel^Research Engineer 

Electrical Technician ; 

^ectrical Test Engineer 
. Electronics Engineer 

Eledronics.Technlcian 

Electronics^Test Engineer 

Engineer*ifi*Charge, Transmitter . 

Facilities Planner 

Fire-Protection Engineer 

Forest Engineer 
• Health Physicist . 

illuminating Engineer 

Industrial Engineer 
^ Instrumentation Technician 

Landscape Architect 
, Loser Technician 

Logistics Engineer 

ManUlactuHng Engineer 

ERIC 



mi67-018 
003.061-026 
003.161-010 
003.061-014 
b03.061>030 
003.161-014 
003.061 042 
003.197 034 
019.261-018 
012J67.0?6 
005.167018 
079.021-010 
003.061-046 
012.167-030 
003.261-010 
001.061*018 
019.181010 
019.167-010 
012.167-042 



IMarine Engiheer 

M(fchanical-Deslgn Engineer, Products 

Mechanical Engineer ^ 

Mechanlcal-'Engineering Technldah 

Metallurgist, ExtracthfeV ;;: 

Mining Engineer . 

Nuclear Engineer 

Optical Engineer 

Optomechanical Technician ; 

Ordnance Engineer 

Petroleum Engineer ^ 

Planning Engineer, Central Offite Facilities 

Plant Engineer f 

Poliutlon^Control Engineer 

Prddurtion Enginiser \ 

Productipn Planner 

Product*Safe^ Engineer # 

Quali^-Corftrol Engineer 

Railroad Engineer 

Safety Engineer 

Safely Engineer* Mines. 

Sales Engineer, Aeronautical Products 

Sales-Engineer^ Electrical Prdducts 

Sates Engineer, Mechaniieal Equipment 

Sates Engineer, Mlning-and-Oil-Well 

Equipment and Service 
Sanltary.Engineer 
Structural Engineer 

Systems Enjiineer, Eiectrpnlc Data Prpceuing 
Time-Study Engineer 
Tool Designer : 
Tool Planner 
. Tool Programmer, Numerical Control 
TransporVition Engineer ^ 
Welding Engineer 



014.061-014 
007.061-022 
007.061-014 
007.161-026 
011.061-018 
010.061-014 
015.061-014 
019.061-018 
007.161-031 
019.061-022 
010.061-018 
003.061-050 
007.167-014 
019.081-018 
012.167046 
012.167-050 . 
OI2.0II-OIO 
012,167-054 
005,061-026 
012.061-014 
010.061-026 
002.151-010 
bO3.l'Sl-0ia 
d07;151-dl0 

010.151-010 

005.061-030' 

OdS.061-034 

003;167;062. 

012.167070 

007.061-026 

012.167-074 

007.167018 

005.061-038 

011.061-026 
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MANA 





Managerial work: , mechanical is the 
directing of technical operations in an in- 
^ustry, utility, or government agency. 
Jobs in this group are found in such fields 
as mining, construction, communications, 
manufacture, transportation^ and fuel pro- 
duction. 



. You would plan, direct, and organize 
technical activities. You would perfomi 
one or more of the fiJElOWingrtasksr. ■ ^ 

,• Direct operations of a pipeline con^ 
struction company. . 

• Plan work !for^the setup and care oif 
oil drilling rigs and pumps. 

• Direct operation^ in a coal mine, ore 
pit, or rock quarry. 

• Organize the construction or repair of . 
roads, bridges, road drains, and tun- 

■ . nels. ■ ■ ■ ■ . ; , ' ■■' ^ 

• Direct; the constructiolfi of telephone 
or telegraph equipment. 

• Develop and oversee all processing in 
a brewery. 



WORK PERFORMED 

What would you do a worker in this 
group? 

Grumman Corporation 



MANAqiRIAlwORk: MEchANBCAl 
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This worker uaes math and blueprint reading skills to 
solve production ■proislems, . . ^ ' 



What skills, abilities, and interests would help you succeed in 
this kind of work? A , 

To do this kind of work, you should havd the ability to learri, 
the skill to perform, and the interest in dfeing most of the follow- 
ing items*. Not all items are important to every joli. 

• Know the technical detailsr of a field ^uch as construction or 
mining. ■• • • - 

• Speak and write clearly. 

• Use number to plan budgets. or solve production problems. 

• Make judgments. based on data that can be measured. ^ 

• Encourage people to work in an efficient manner. 

• Use charts, hiaps, and blueprints.' 

• Stand or wal]^ to observe work progress or problems. 
• • Perform a variety of duties which often change. 



ERIC 
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WORKER 
REQUIREMENTS 
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MANAqERIAlwORk: MEchANICAl 



ClUES 



Do you have or can you develop these skills, abilities, and interests? 

Your answers to the following ques^ons will help you decide. 

• Have you had courses in chemistry^ physics/ and advanced 
juath? Did you enjoy these coui^es? ^ 

• Have you taken shop courses in industrial arts? Can you 
deal with mechanical and technical problems? , - 

• Have you collected r^cks or built high fidelity equipment? 
Do you like technical actji/Ilies? 



PREPARATION 



How can you prepare for and enter this kind of work? 

Most workers promoted to jobs in this group are skilled tech- 
ncians. These workers must have five to ten years of work experi- 
ence in the technical field. They also must have training and 
experience in mahagementv College courses in the specific tech- 
nical field and in management are usually' needed, Tr^a^ 
includes instruction in computer scieiire 

Some employers provide management training for the tech- 
nicians they tlan to promote to these jobs. Clerical workers who 
plan production arid work schedules may be promoted to these 
jobs if they have the technical training. 




. ■.SI 



Er|c24 



Ypu^qan (earn todeal with ftiechariical : 
and /jteghrilcal problem 

-'a^ts^^ses^^-'-';' y 
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What else should you Kn6w about these jobs? 

These workers do not stay in an office. They often tour work 
sites. Workers dre subject to the; same ha?.ards as the people they 
supervise. Hazards include falling objects, cave-ins, and venti- 
Ij^tion problems; ^ . 

Workers in this group usually specialize in one technical field. 
Jf-they chanige companies, it is usually to other firms in the same 
fieldi Some industries, such as construction, and petroleum, re- 
quire workers to travel. Some workers have to move their homes 
. to (ither cities or foreign countries. - 



QUALIFICATIONS PROFILE 



OTHER 
CONSIDERATIONS 



'rtie following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities,' aptitudes, and 
pri^ferences to these worker traits. 



WORK ACTIVITIES 



Workers generally prefer the following 
types of work activities. 

2. Actiifities/.involving business contact. - 

5. Activities resulting in recognition or appreciation from 

. others. 

-.6, Activities involving the communication of ideas and 

■ information. • . : 

7. Activities of a scientific, and tech nhza I nature.. 

9. Activities involving processes, meStiods, or machines. 

WORK SIJUATlbNS 

Workers are willing to adjust to the 
following typies of work situations. 

■ I. Performing duties which change frequently. 

3. Planning and directing an entire activity. 

4. Dealing with people. ■ ; 

.7. Making decisions using personal judgment. ;. - 
t Making decisions using standards that can be mea- 
sured or checked. 



WORKER FUNCTIONS 

These ma"^ be the mbst difficult func- 
tions work^ perform when d^ing with 
data, people, and things. . - 



DATAsi 

PEOPLE 

THINGS 



Low Avg, 

□ • □ 

□ ■ 
■ □ 



High 
■ 

□ 



-Coordinating 
-Supervising^ 
- Handling /• 



PHYSICAL pEMANDS 

Workers must be able to perform the 
following* types of physical activities. 

S 3edentary work. 

L Light work/ 

4. Reaching, /handling, fingering, and/or feeling. 

5. Talking and/or hearing. 

6. Seeing. /. ^ 



WTC 
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WORKING CONDITIONS 

Workers need to adjust to the follow- 

.ing- physical syrroundings and working 

"conditions; 

. I Infitle. ; 
B Both: inside and outside, , • ; ' 



MANAqERiAlwonk: mecIianicaI 



PREPARATION AtilD TRAINING 

. Workers usually gain the competencies 
and credentials they need to enter' or ad- 
vance to occupations in this group througlh 
formal education and training projgranis 
or through work experience* . 



APTITUDES 



These ^ levels . of aptitudes (ability to 
learn) are related to the ayerage success- 
ful performance of work^i;&4j l this group, 
nr-fievels are rated on a 5 to 1 scale. 



Aptitudes 



Levels 

Low to High 
5 4 3 2 1 



G- General 2 

V-.Verbral • ^ 2 

N --Numerical ' ^ 3-2 

S- Spatial 3y2 

P - Form Perception ^ 3 . 

Q - ClericalPerception 3 



GENERAL EPUCATIOrfAL 
DEVELOPMENT (GEO) 

GED is the general level of learning and 
reasoning acquired through schools, , ex- 
periehce^ or self -directed study/ There are 
six GED difficulty levels, ranging from the 
mo^t cpmplex (6) to the simplest (l)VThe 
following statement expliains why these 
workers need the GED level 5. 

Workers apply logical or scientific thinking to identify 
and solve management and- quality control problems in 
'a technical establishment. They interpret technical instruc- 
tions presented in mathematical or diagrarn form. They 
deal with several abstract and concrete variables such as 
wofk schedules, new processing techniques, coordination 
of workers' activities, and testing equipment:.. . 



^€ntr)r^iTdn(W>raricement"4nform --^ — 

A - To advance to most occupatkins workers^rjot-oniy 
need the required competwtiSs and* credentials, 
but ^Isd related^ork experience. . 

Related Forftfal Triainmg Proigrams 

' Workers usually gain the competencies 

and credentials they need to enter occiipa- 

tions in, this group in the following ways, 

' G ^ Graduate degree in engineering or related field. 
. Cr- Four-year degree in. engineering or . related techv 
; notogy and courses in business management. 
T- Technical school courses in certain technologies.' 
V - Vocational course^ in the trade and^ indifstfiaF 
fields. 

■ ^^NR-Some occupationsjn this*group have no relgjtpd 
formal education or training programs- 

, . ■ ; ' ■ "}''y. i'--:.^ ' ^f. 

Training Time 

Occupations in this , group may require 
from over 2 years up to cind including 10 
years . (SVP 7, 8, 9). - . . . 



y Reliated High School Level Courses 

The following- high school courses are 
helpful in prepari^ig for the occupations 
in this group. ' . " ' ' 
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litiport9nt Courses 



Helpful Courses 



• Courses required for entrance to post high School 
formal programs:. ' • 

• Algebra/ Geometry. 



• Physics, Cjiemistry. 



OCCUPATIONS IN MANAGERIAL WORK: MECHANICAL 



t I 



:1)ir««U^ Quality Control : 

Dtspatdiiir;GhM r ^ 

mA Sttptivisbr^ dB-VIMI Smicos 

1 MiniBBirr^C^^ Services 
: IlimrSiiporin^ 

^ISocIlM 



187.167-010 Superlhiandeiit, Cphorda-Mixing Plan! 

0J2.16^OM : SuporintendentpCoiislrMclion:'^ : 
184!l67-038 Siipfirih)»ndeni, fiftcWc Power :^ 
930.131-010 Siiperlntend^nVDryiingM^ 
183.167*022 Superintendeht, Malrteriahw^^ ; 
184.167-050 Sui^HnteiidenV Maiiite^ ' u 
■891.137'010 Superintendent Maifi^rwhci^- 
181.117010 .SuperintendeflVOil*Weli Services 
189:117-018 Superintendiainrt, Sanrtattoh f ^ 
183.167-026 , Superintendetit.Wa^^and*^^ 
181.117-014 \SupervlsorofGommunica^ 

■ 939.137-014 :\ SupehlsoTiMineV : '^i lU':*' 

183.117-014 :Siiperylso^Sewer Syrteih : ■ > " 

236»252-iyi0 . Superviaior, Walerworlii^^^^^^^^^^^^,:^^^:^^^^^^^^^, . 
939J37-018 TcKriinsfCoordinator^'Produdtfon^E^ 
187.167^190 TbdfPusher^ 



^182^6^-022;^ 
182^67^026 : 
18411^7-ite V 

18i:l67^14v^ 
IM^imTO : 
; 184] 167^174/ 
^^;i89:WW)46 ^ 
0lb:i67.6i8 
188^167-098 ' 
184:161^614;; 
;i8^l67^30;^ 
i;iWl;167r018 
i84i6^238^ 
I84;i67^6i 
169^67-054: 
.v930;i3(W)10;; 



V 



Us 
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CNC|INEER 




Engineering technology is the technical 
d^tkil work required to apply engineering 
ideas. This work includes surveying, draft- 
ing, and engineering technology It- also 
includes controlling Jhe flow of materisJs 
to meet . production schedules. Factories, 
construction companies, architects, engi- 
neering fifmsj;; and research labs employ 
' workers in thK- group. 



WORK PERFORMED . 

What would you do as a worker in this 
group? 

You would do the accurate detail work 
heeded to siipport engififieering activities. 




You would perform one or more of the 
following tasks. 

• Survey land to set boundary lines or 
; : determine construction sites. 

• Take aerial photographs and prepare 
maps. ^ « 

• Make detailed drawings of buildings, 
- machinery, or vehicles. 

• Measure radiation in, a work area of 
a nuclear plant. 

• Coordinate oiK prospecting activities 
to discover new oil fields. 

• Analyze flight test data and write 
engineering reports about aircraft 
performance. 




"Would you prefer to work most of the 
time outside as a surveyor or inside 
ds^ drafter? 



CNCiii^cRiNqTEi:hiN6 




Sun Compsny 



Field engineers provide^ technical, assistance to 
workers prospecting fornew oil fierds. " 



y.r 



Cpuld yoy pay such sjrfct attenttcih 




What skills, abilities, and interests would help you succeed in 
this, kind of work? . ^ 

To do this kind of work/ you should have the ability to learn, 
the skill to perfoiTn, and the interest in doing most of the fbllbw- 
ing jobs. Not all items are important to every job. 

• Cbnvert technical ideas* into working drawings. 

• Use complex formulas in rriath.' 

■ • Move eyes, hands, and finget^ together to use drafting tools 
V . pr^'iiieasuring instruments, > 

• Do fine detail work in drafting. 

• Walk long distances while carrying instrurrients or equip- 
^ ment. . ' ' ' ' - . 

• Write clearly iand with technical accuracy. . . 

• Do work which requires high levels of accuracy. 



- WORKER 
REQUIREMENTS 



GLUES 



WTC 



ENqiNEERiNq TEchNoloqy 



V 



bo yqu have or can you deydop these skills, abilities, and interests? 

Your answers to the following questions will help you decide. 

• Have you taken courses in mechanical drawiiig? Can you 
form a mental image of objects from drawings? 

• Have you made models of airplanes orcars following detailed 
plans? Can you follow written instructions easily? 

• Have you taken courses in advanced math, physics; or qhein- 
istry? Do you like these subjects? , ' 

-•~Bave-7bunised-a-^mpas??^-i^Qi^^ 
' racy? ' • 



PREPARATION 



How can you prepare for and enter this kind of work? 

Most jobs in this group require ^speci:M training arid work ex- 
perience. Many employers provide on-the-job training to prepare 
workers for specific tasks. ' 

Technical ^£md vocational schools offer surveying programs of 
one to three years. Many colleges offer degrees in surveying. 
People with some classroom instruction can start as instrument 
workers. They may become ^arty chiefs or registered surveyors 
after getting enougn experientie. Written .tests may be required 
for advancement. People without formal training in surveying 
start by helping iristrumerit; workers. They must giet experience 
and formal training to operate instruments. ,They become party 
chiefs only after extensive experience. All fifty states require 
land surveyors to have a license. License requirements iisually 
include four to eight years of experience. " 

For drafting jobs, high school courses in math, science, indus- 
trial^ arts, and mechanical drawing are important. Post high 
school tecli'nical courses are needed for advanced drafting jobs. 
Workers usually start as assistant drafters and advance as skills 
develop, Three- and foik-year apprenticeship programs in draft- 
ing are sometimes offered. Apprentices earn money while getting 
classroom and on-the-job training. 

Technicians usually need specialized training. Credits earned 
in technical and vocational schools can usually be transferred to 
colleges. These credits can then be applied toward engineering 
and other degrees. 



ERJCn 
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What elsei should you kn|»w about these jobs? ; 

Surveyors do most of their work outdoors. They may work 
long hours when weather conditiqins are suita^e. They are ex- 
posed to hazards of machinery on construction projects or cars 
when surveying near highways. Some surveyors travel to distant 
job sites or camp out. . • 

Most drafting work takes place in ^an office, but visits to work 
sites and factories may be required. Some drafters do specialized 
tasks, but others do a variety of tasks. 

Technicians are often the link between engineers arid skilleid 
workers. v it 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE 

The following inforrriatiori is a" summary of -the traits and 
qualifications related to the workers in this group. As you rekd 
it, try to relate your own - interests, abilities, aptitudes, and 
preferences to , these worker traits. 



WORK ACTIVITIES 



WORK SITUATIONS, 



Workers generally prefer the following ■ Workers are willing to adjust to the 



"^ypes of w;ork activities. 



1. Activities dealing with things^d objects. 

7. Activities^of a scientific "and technicai nature. 

9. AAivities involving processes, methods, or machines. 



following types of work situations. ' , . 

7. Malting decisions using personal judgment. .. 

8. Making decisions using standards tl]at can be mea- 
. sured or checked. / 

10.' Working within precise limits or st'andards of accu- 
racy. . 



69J0J 



WORKER FUNCTIONS 

Thfeise may be the most .difficult func- 
tions workers perform when dealing with 
data, people, and thingi 



DATA 

PEOPLE 

THINGS 



Low Avg. High 

□ □ - ■ 
■ □ □ 

□ ■ □ ■ 




-Coordinating. 

- Speaking/Signaling 

- Precision Working 



PHYSICAL DEMANDS 

Workers must be able to perfor 
following types of physical activitiei 



he 



Sedentary work. 

Light wojrk. . 
ReachiftI, handling,. fingering, and/dr feeling. 



S 
I 

4- 

5. Talking and/or hearing. 
6- Seeing. 



ENqiNECRiNq TEchNoloqy 



APTITUDES 

These levks of aptitudes (ability to 
Mearn) are related to the average success- 
ful' performance of workers in this group. 
Levels are rated on a 5 to 1 scale, r ' , ; 




Aptitudes 



G-Genefal 
N - Numerical 
S- Spatial 
P - Forn^ Perception 
-Q^leriear Perception 
K - MotonCoordination 
F - Fiij^r Dexterity 
M - Manual Dexterity 



Levels 
Low to High 
5 4 3 ? 1 

' 3-2 

3-2 
3-2 
- 3 

3-2 
3-^2 
'■•3 ■ 




WORklNG CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings an^ working 
conditions. . ~ 

I Inside. 

0 Outside. * 
; B Both: inside and outside. 



PREPARATION AND TRAINING 

Workers usually gain the cornpetencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
. formal education and training programs, 
^ or through work experience. 
•<>.'■'' 
§^L32 > 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) ; ' \: 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study ■ There are 
six GED difficulty leve|s, ranging from the ^ 
most complex (6) |;o the simplest (1) . The 
following statement explains why these 
workers need the GED level 5. 

t Workers . apply scientific thinking to the specialties of 
surveying, drafting; and technical coordination. They inter- 
: pret technical instructions presented in tpathematical or 
These workers.deal with abstract and . con-' 



Crete variables such as surveying and drafting techniques 
and tools. ■ 



ENqiNCERiNq TEchNoloqy 



Entry af id Advancement Information ^ 

I E - To mter some occupations, work^^^ 
. . reqoired competerijcies and credentials. 
•::A -- To advance tD^'Sb'me oa^ workers not on|y 
need t)lV required competencies and credentials 
but! also related, work' experience; , 



Related Formal Training Programs 

Workers usually gain the competencies 
and cred^ials they need to enter occupa- 
tions/in this group in the following ways. 
:' C "iCollege degree in surveying, \ 

T-|Studies jn .one and two year tefehnical programs 
in related' technologies. 
; V -IVocational courses in the Trades ; and Industries 
area, 

NFT V S occupations in this group have no related 
formal education or training programs. . 



Traming\Time *^ 

Occupations in this group may require 
frorn .pover 2 years up to arid including 10 
years (SVP 7, 8). i ; 



^ Related High School Level Courses 

' ■ . . ,^ ' ' ' 

The following high school courses are 
helpful in preparing for tlie occupations 
in this group. 



portant Courses 



Courses required for entrance to post high school 
formal programs. 

Algebra/Geometry. ' / - . : . 



Helpful Courses 
• Chemistry, Physics. 

erJc 




V . GCCUPATIdNS IN 
ErlGINEERING TECHNOLOGY 



Air Traffic Control Sped»list, St^^ 

Air*trafftc^ntrol $|wd8li9l;^T^ 

Chief Drsrfter ^ ' 

Chief tfl^Party/ • 
. Constnictioh Inspedor 
■Detoller'-:. 
' Die-Drawing Checker 

bi9pirtcher- '^\ • - '^'^ -'^ 

Dreftei; Aeronautical : ; 

Draftierv Arch{tectorai^ ■ 
'^BraftefiAsiM^ ... 

Drafter/Aiijh^rnott^^ v : \ : 

Orafteri Automotive Deslcnl^^ 

Dniftar. Cartographic 

Dreftert Civil - : 

brafter, Commercial 
: DrafteiV' Electrical ' / 

Drafteiv' Electronic. ' ■ ■ ; 
. Drafler/Ceo^ 

Drafter, tlNiira^ ^ > 

, Drafteiv' IMrifie v \y > -^r ^ 

Orafterp Medientcal : ; . 

Drafter, Oil and Gta 

Orafter, Structural 

Engineer rng Assistant; Mecfianlcat 
' Estimator '/^^ . ":}:/:'■■ -^-^ v v-' 

Estimator . -"^ ■ ■ '.: : ■ 

Field'Engineer-: ;v :-.^'y'^'- /V':':'^^^^^^ 

Flight-Engineer. -Vr^^ r^'- ^\'-. 
, IndustrijBi EngioeerlngTephnlda^^ 

tn^p^r, Building^ V- 

Inspector, Quiali^toiurahca 

Und Sunreyor : ' ; , ^ 

Material Scheduler 

observe^ Seismic Prospecting " 

Pacitaging Engineer : 

Pattern Grader-Cutter 
.^Patteninwlier/'-' ■ ^ 

Potdgrammetrist 

Pollution-Control Technldan 

Production Clerk 

Radiation Monitor * . 

Radiographer ■.■ 

Radibtelephone Operator \ : r 

SpedficatloriWitcf v - . 

Surveyor Assistant, Instruments : 
' Suryeyt)r,''Geodetic . /^yvvy ^ - -^ :■ 

;.Soifv?yor,Marine . ■■ 
} '^iiyeyor, Mine ^^"■■• ,: V^ '* v-' " 
vtecfimcal Illustrator 
Tool-Drawing Checker ^ 
' TbWer Operator''- ' ' ; 

Traffic Technidan 
Transrnitter Operator / 
Video Operator 



wtMi-m 

182267^910. 

912^67.fll6i^^ 
002^614)16 ;i 
QQii61i01D.?i 

017.^1-022^! 
Ol7i8t-026-?i 

018.261- 010^^ 
005581-OiO'; 

i)i7i26i^6i y 
^oba^esifOio,;^ 

001281:014%; 
;ma28l-oi4^ 
;oi726i4>3ir ^ 

-014.281-010.: 
-007581^010! 

Oi7;28lT030? ! 
i:005JZ8I-dl4 ii 

ti07.161^18-; 
^160:267-0li{ i 

166^61-018 V 
; 193^62-018 

:621;26i^83:; 

Oi2:267.0i0- ? 

168.167-030 :• 

168,287^114 ;i 
■ 018467-018 I 

012.187^10'; 

016161-018 i 

619;187-0I0 i 

781.381- 022 ; 
781.381.026 
>018;261-b28 ; 
029261-014 •> 

221.382- 018: 
I99.i67.0i0 i- 
199.361 010: 

193.262- 034- 
019.267010 
018.l'67-634 : 
018.167-038 
018:167-046 . 
018.167^050": 
017.281-034 : 

: 007.167-022 
910.362010? 
199.267 030 ; 

: 193.262-038 . 
194-282-010 
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AIRANd WATER VEhlcLE OPERATION 



Air and water vehicle operation is the 
moving of passengers or cargo by plane or 
ship. The workers included in this group 
pilotfairpiaries or ships or supei^ise others 
who do. They work for shipping companies 
and commercial airhnes- Companies and 
people who haye their own boats or air- 

. . ■'' ' - * * *• Boeing 




American Telephone and Telegraph Co. 




Would you enjoy piloting an air or water vehicle? 



planes also hire , these workers. Workers 
in this group ttavel to many ports or air- 
ports in the world. 

WORK PERFORMED ^ 

■ . ■ ~' ■ ■. * ■ ■ ■.■ \ . 

What would you do as a worker in this 
group? 

You would pilot an aipplane or ship or 
supervise other crew members in the 
vehicle's operation. You would travel over 
an established routo oi- as directed by your 
employer.' You w: ild perform one or more 
of the following tasks. 

• Fly an airplane for an airline or 
freight conipany. . . ' 

• Check content, weight, and ^sti- 
nation of cargo vehicle a.gainstload 
and fuel limits and assigned travel 
plan. 

• Keep radio contact with others about 
' weather conditions and traffic prob- 

• lems. ' 

• Command the crew, of a tugboat or 
fishing vessel. 

• Serve, as a flight instructor or a check 
pilot. 

•■ Operate a vehicle such as a helicopter 
or a submarine. ' 

• Read charts and use navigation in- 
struments, to plot or maintain course. 
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Flight 'ifainlrig is 

^-^siimutetdrs;'- 



\vhat skills, abilities, and interests would help you succeed in 
this kind of work? 

To do this kind of work, you should have the- ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 

• Complete formal and on-the-job training to operate an air-. 

• plane.or ship. 

• Understand and follow complex operating rules and pro- 
^ , cedures, including overseas flight and shipping rules. 

• judge distances and i^felationships ot obj^ in space. 

• Redognize a vehicle's malfunction by sound or othes indi-, 

cations. ' » 

• Move' eyes, hands, and feet together to operate levers, push 
pedals, or othewise cont|^ol a vehicle. • - 

• Read instrument panels, identify color signals, and steer a 
vehicle correctly and safely. 

• Supervise or direct 'the members of a crew^^ 

• Remain calm in- face of emergencies. 



Oalta Air .Unes 



WORKER 
REQUIREMENTS 



ERIC 
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AIR ANd WATER VEhlcU OpERATION 



Do you hiave or can you develop these skills, abilities, and interests? 

Your answers to the following questions wjU help you decidie. 

• Do you enjoy reading iuagazines or articles about airplanes 
apd ships? Do you subscribe to such magazines? 

• Have you built or operated °a model airplane? Did you have 
any trouble reading 'and following the instructions?' - 

• Have you been a member of a Civil Air Patrol unit? Did it 
include flight or ground training? Were you taught Jibw . to 
handle emergencies? 

• Da you have a pilot's license? Are you studying tor one? 

• Do you own or can you operate a citizen's band radio? Do 
you understand the rules for its use? Do you know the 
common code words? 

• Have you owned or operated a pleasure bo^t? Have you 
completed Coast Guard safety and navigation training? Can 
you read a compass?- 




You;can further explore your interest 
in^ sc^ftie of the group's bccupation^ 
by learning how to sail a pleasure 
boat/ ■ ; ' 



AIR ANd WATER VEhlcU OpERATION 
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How can you prepare for and enter this kind of worl«? \ 

All airplane pilots must be licensed by the Federal Aviation 
Administration (FAA), They must also be rated for the number 
pf engines aij^d^vtype of airplanes they fly. Commercial licenses 
call for 250*1iours of flying experience. Captains of commercial 
airplanes must have special ratings for carrying freight and 
passerijgersV They must also be approved for instrument and night 
flying. People wishing to become pilots can learn to fly either in 
the armed' services or in civilian flight schools approved by the 
FAA. Most major airlines hav^ their own advanced pilot train- 
ing programs. .A high school education or its equal is needed to 
enter flight training. Some airlines prefer cpUege graduates. To 
become an airline pilot, tlie trainee must have at least 1500 hours 
of flight time. f 

People become ship captains by advancing through lower officer 
ranks. The lowest rank i^ third mate. Most workers earn third 
mate positions by completing a training course at a marine 

academy. ■ * 

Some marine trade unions offer programs to train seamen to 
become third mates. These trainees must be U. S. citizens. Their 
vision and general health must be apprpved by the U. S. Public 
Health Service. T^ey must also pass Coast Guard tests on naviga- 
tion, freight -handling, and deck operations. 



09.04 

PREPARATION 



What else should you Itnow about these jobs? 

Airline pilots may frequently be away from home overnight 
due to t,heir work schedules. Ships' officers are^ often away from 
home for long periods. Workers in this group face hazards such 
as s€?vere weather conditions, mechanical failure, and possible 
collision. They must keep alert and ready to make quick and 
accurate decisions.- .^ 



The following information is a summary of the traits and 
qualifications related to the workers in this group. As you r^ad 
. it, try to relate your own interests, abilities, aptitudes, and' 
preferences to these worker traits. . 

ERJC ^ . ^ 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS 
PROFILE 
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AIR ANd WATER VchlcU OpERATION 



Workers generally p'refer the following . 
types of work activities. 

1. Activities dealing with tilings and objects. .. 
5; Activities resulting recognition or appreciation from' 
others. 

9. Activities involving processes, methods, or machines. 



PHYSICAL DEMANDS 

Workers must be able to i>erfonn the 
following types of physical activities. 
L Light work. \ . ^ 

4. Reaching, handling, fingering, and/or feeling. 

5. Tallying and/ or hearing. 

6. Seeing.. 



WORK SITUATIONS ^ 

Workers are willing to adjust to the 
foDowing types of work situations- 

3- Planning and directing an entire activity. 
4. Dtiafing with people! 
6/ Working under pressure^ 

7. Making decisions using personal^ judgment. 

8. Making decisions using standards that can be mea^ 
sured or checked. - 

10/ Working within precise limits ot^ standards of accu- 
racy. V 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 

\ 'Inside.^ ' ; 

B Both: inside and outside. 
6. Hazards/ 



APTITUDES > 

These levels of aptitudes (aBHity to 
learn) are related to the average success- 
ful i)erformance of workers in this group- 
Levels are rated on a 5 to 1 scale. 



WORKER FUNCTIONS 

These may be the most^ difficulf func- 
tions workers perform when dealing with 
data, people, and things. 



^ATA 

PEOPLE 

THINGS 



Low Avg. Higli 
□ □ ■ 



□ 
□ 



□ 



-Coordinating, 
Analyzing" •' 
-^Supervising 
- Ddying/Operating 



Aptitudes 



G - General 
V-Ver6af 
N - Numerical , 
S- Spatial 
P - Form Perception 
Q - Clericar Perception 
K - Motor Coordination 
F - Finger Dexterity 
M - Maniiai Dexterity 
E - Eye-Hand-Foot Coordination 



Low 



Levels 

to High 



5 4 3 2 1 

~i 

3-2 
3-2 
2 

3 -'2 
3 , 
3 

4-3 
3 
3 
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GENERAL EDUCATIONAL 
DEVELOPiyiENT (GED) 



GED is the general level of learning and 
reasoning acquired through schopls, ex- 
periencei or self-directed(^study. There arey^. 
Six GED difficiUty levels, ranging from the^ 
^ most complex (6) to the simplest (1) . The 
following statement explains why these 
workers need the GED level 5. ' 

Workers apply logical thinJ^ing and technical knowledge i 
to operate airplanes, ships, .<br boats. They solve- practr^. 
problems and make decisions based on abstract and con- - 
Crete variables such as knowledge of international trans-,;, 
jportation llws and operating procedures, and radio trans- 
mitters. ' 



PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in 'this group through 
formal education and training programs 
or through work Experience. 

Entry and Advancernent Information 

A -To advance to some occupaitioios workers hot only 
need the required competencies and credentials 
but also related work experience. 



Related Formal Training Programs^ 

Workers usually l^ain the . competencies 
and credentials th^y need to enter occupa- 
tions in this group in the following ways. 

T - Special training programs at technical schools. 

NPfe;- S'pme-occupations in this group have no related 
. forhial education or training programs. 



Training Time 

<i' , ■ ■ ■■ ■ ■ . ■ 

Occupatioi^s in this group may require 

from ovqi* 2 Vears up to arid including 10 
years (SVP .7, 8). 

Related High Schbol Level Courses 

The following high, school courses are 
helpf ulSn preparing: for the occupations 
in this groiip, . 

_ -J . ■ . . . 

Important Courses / 



Algebra/ Geometry. 



Helpful Courses 



Geography, Earth/Space Science. 



OCCUPATIONS IN AIR A^D WATER VEHICLE OPERATION 

liiiiHiiiis wsKs^ 



;i97.i33-oio; Motprt^^ 



ERIC 



196i263:022:-:.:Q«irterni«ttf : vv:- 
i96^63.b38: f:.^:T^^slf^lat■:^^. ^ 
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Craft technology is highly skilled custom 
hand and machine work requiring mastery 
of a process or technique. Food prepara- 
tion is also included in ^^is group. Indus- 
tries such as construction and printing 
empilpy workers in this group^ Some vvork- 
ei:& mechanical services to people 

and businesses. Large restaurants hire 
some of thiese": workers to oversee food 
preparation. * 

WORK PERFORMED . ' ' 

What would you do as a worker in this 
group? 

You would select and use the tools, 
niaterials, and metHbds needed to make, 
repair, 'install, or^ coni^ruct something. 



Ydu would do one or more of the follow- 
ing tasks. 



Plaster a new home. ^ 

Install the plumbing in a building 

under construction. 

Set up and operate a metal lathe to 

make a part for motor. 

Build custom cabinets and furniture. 

Install the wiring in a. building. 

Lay . bricks to construct walls and 

partitions. ' 

Repair car or aircraft engines. 

Make and tune pipe organs. 

Plan and oversee meal preparation in 

an exclusive restaurant. 

■I • 

Repair, adjust, or replace parts in 
office machines. 



(niand Steel Company 




Lie 



jphone repairer provides services to residential 
ommercial customers. . . • ^ 



Would you like to learn h'ow to set up and operate this 
oriotal lathe? - . . . V . 



Ida 
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What skills, abilities, and interests would help you succeed in this 
kind of work? i * 

To do this typ? of >vork, you should have the ability to learn, 
the'skill to perform,. and the interest in doing most of the follow- 
ing items. Not all items are important to eyery job. ^ 

• Know the uses of tools, materials, and methods for a trade 
; or craft. ^ 

• Perform work tasks to nfeet strict standards of accuracy. 

• Move the eyes, hands, and fingers to work with hand tools, 
5 operate machines, or do fine handiwork. 

! • Use arithmetic tb figure dimensions with accuracy. 

• Picture objects from blueprints and read scale drawings. 

• See slight differences in shapes or surfaces to., detect flaws. 



Do you have or can you develop these skills, abilities, and intjsrests? 

Your answers to the following questions will help you decide, 

• Have you repaired a lamp or extension cord? Do you like 
working with electrical equipment? 

• Have you taken courses in machine shop or cabinet making^ 
Do you like these types of work?: 

• Have you helped build or repair a house or barn? l5b you 
like this kind of work? 

• Have you customized or repaired a car or other vehicle? Do 
you like mechanical work? 

• Have you built or put together a complicated toy which 
required assembling parts in a certain manner? Do you lijke 
doing ta^k^ that require careful attention to accuracy? 

• Have you planned and prepared a meal for a group? Do you 
like to cook? 



WORKlfR 
REQUIREMENTS 



How can you prepare for and enter this kind of work? 

High school courses in math, general science, home economics, 
and industrial arts prepare students for thfs kind of work well. 
Vocatiorial and technical schools offer training for many jobs in 
;this group.. Apprenticeships and on-the-job training are also 
available. Training requires two to five years, depending upon 
the craft or trade. 




Experience in the use of 
the trade's tools and 
materials helps this brick- 
layer create an intricate 
building design. 

CLUES 



DepartmeTit of Labor 




Would you be witling to 
serve several years of 
apprenticeship to develop 
th6 skills of a mechanic? 



PREPARATION 



Q9m 
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OTHER 

CONSIDERATIONS 



Some people leayn these jobs by starting as helpers and work* 
ing : with experifencdd^orkers. Some employers train workers 
to install or repair e^ipnient- Federal and state agencies also 
sponsor traininjg for some jobs in this group. - 

Many chefs lieartij the trade by working as cooks/ Apprentice- 
ship programs, t^chijickl schools, and large restaurants some- 
times offer formal training for these jobs. ' ' 
' ■ . ti>. • . 

What else should you know about these jobs? 

Some construction workers are employed for year? by a single 
contractor. Others must seek new employment after each project 
iis completed. Many people prefer construction work because it 
permits them to be outdoors. However, the weather and the 
season affect these jobs. 

Some craft workers have their own businesses such as cabinet 
shops, or car repair garages. A few become construction con- 
tractors. 

Many workers in this group must wear safety, glasses, Hard 
hats, or other protective devices. ' ^ 



QUALIFICATIONS PROFILE 

The following information is a summary of the traits arid 
, qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences*' to these worker traits. 



WORK ACTIVITIES \ 

Workers generally prefer the following 

types of work activities. 

1. Activities dealing with things and objects. 
B., Activities involving processes, methods, or machines, 
10. Activities involving working on or producing things. 

WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 



I Inside. 
0. Outside. / 

B Both: inside and outside. - 

WORK SITUATIONS a 

Workers are willing to adjust to the 
following types of work situations. 

• 1. Performing duties which change frequently. 
7.. Making \iecisions usrng personal judgment. 
8. Making decisions usmg standards .that can be mea: 

sured or checked. - 
10* Working within precise limits or standards" of accu* 
racy. _ . 
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WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, anfi^things.' 

Low Avg. High 

DATA □ □ ■ -Coordinating 

PEOPLE ■ □ - Speaking/Signaling 

THINGS □ □ ■ - Precision Working 

PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physical activities. 
L Light work. 

M Medium work. ' " 

3. Stooping, kneeling, crouching, and/or crawling. 

4. Reaching, handling, fingering, and/or feeling. 
6. Sfeeing. . 
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TITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 



Aptitudes 



G - General 
N - Numerical 
S- Spatial 
P - form Perception 
. K - Motor Coordination 
F - Finger Dexterity 
M- Manual J)exterity 



Low 
5 



Levels 

to 

4 KJ 



High 
1 



3 
3 

3-2 
3-2 
3 

3 ■ 
3-2 



GENERAL EDUCATIONAL 
.DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 



six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statenient explains why these 
workers need the GED level 4. ■ 

Workers use reasoning along with skills and technical 
knowledge 16 repair, process, or make products: They 
carry out technical instructions presented in written, oral, 
or diagram forni. They deal with practical problems . 
involving concrete variables such as gages, valves, and 
pumps. , • 

PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they rteed to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

Entry and Advancement Information 

E - To enter some occupations workers only . need tht- 
required competencies and credentials. 

A -.T0 adv.an5e . to some occupations workers not only 
need the . required competencies and credentials 
but also related work experience. 

Related Formal Training Programs 

Workers usually^^ain the compet^cies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

t- Technical school training or fiormal apprenticeship 
program. 

" V - Vocational courses in home economjics or trade or 
industrial fields. 



Training Time 



\ 



Occupations in this group may require 
from over 2 years up to and including 10 
years (SVP 7, 8).> 
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! , Relatefl High School Level Courses 

The following high schooi courses are 
helpfiU in preparing for the occupations 
in this group. 

• Courses required for completion of high school. 



OCCUPATIONS IN 
CRAFT TECHNOLOGY 



Mr-Conditiohing Installei:-Servic8r, 

WIndo«rUnit 
Mr-CondWw^lns Mechanic 
AirfriniMnd^Pomf*Piant Mechanic 
MttnrtloitTailfr 
ArcCutter - 
Jlsiiiiibler, Metal Building 
AiitDmofaile-Bodjr Repafitr 
Aulomatlc-Equipinent Technician 
Autoniotive«Maiiiteiiance*EquIpment Sendcer 
Automobile Mechanic 
Automotive Technician, Exhaust Emfisiona 
Automoblljr Upholsterer ^ 

Bipmedical Equipment Technician 
Blacksmitb ^ 
Boatbuilder.Wood 
BodyWIrer ; 
Boilermakerl 
Boilermaker 2 

Bookbinder' - • 

Bricklayer . / 
BricUajrer 

Bricklayer Supenflsor 
Cabinetmaker 
Cabinetmaker, Supervisor 
Cable Installer-Repairer ' 
Cable Splicer 

Cable Supekvisor / 
Cakepecflrator • 
^ , Camera Repairer : 
Carpenter 
Carpenter, Bridge 
Carpenter, Maintenance 
, Carpenter, Rough 

Carpenter, Ship ^ 
Car Repairer 
Cemisnt Mason 
Central-dfficelhstalfer 
C^iftrat-Officellepairer^^^ ^^^^^^^^ : 

'Central-Office-Repairer Supervisor 
Chef ;^ 
Coihposilor 
^Concreting Supervisor 
Conductor, Yard 

Constnicfion-Equipment Mechanic 
Cook • 

rr)9^stpm(Br-Facllities Supervisor - 
ctyl y stem Tailor 



637.261-010 
620.281-010 
621.281*014 
785.261*010 
816.364-010 
801.381-010 
807.381-010 
822.?81-010 
620.281-018 
620.261-010 
620.281-014 
780.381-010 
719.261-010 
610.381-010 
860.381 018 
829.684r014 
805.261-014 
805.381-010. 
. 977:381-010 
861^81-014 
86L381<018 
861.131-QlO 

660.280- 010 

660.130- 010 
321.361-010 
829.361-010 
829,131^010 
524.381-010 

714.281- 014 
860.381-022 
.860:381-030' 
860.281-010 
860,381-04^ 
860.281-014 
622.381-014 
844.364-010 
822,361-014 
822.281-014 

822.131- 010.^ 
313,131-014 
973,381-010 
869.131-014 
910.137-022 
620;261-022: 

:313.361-014 
822.131-014 
785.261-014 



Cylinder-Press Operator 
^ Oairy-Equlpm Alt Repairer 
Die Maker, Bench, Stamping 
DentaMaboratoDf Technician 
Diesel Mechanic > 
Die Sinker 
Dietetic Technician 
Dietitian, Clinical 
Dietitian, Consultant 
Diver . 
Dressmaker 

Drill-Press $et-llp Operator, Single Spindle 
Dry- Wall Applicator 
Dyer • ; - 

Electrical-Appliance Servicer 
Electrical Repairer 
ElecWcian 

Electrician >^ 

Electrician 

Electrician, Airplane 

Electrician^ Automotive 

Qectridan, Locomotive ■ 

Electrician, Powerhouse 

Electrician Supervisor 

Electric-Meter Installer 1 

Electric-Meter Repairer 

Electric-Meter Tester 

ElectriC'Motor Repairer 

Electronic-Organ Technician 

Electronic Assembler, Developmental 

Electronics Mechanic 

Elecftotyper 

Elevator Constructor 

Elevator Repairer 

Environmental-Controi-System Installer-Servicer 
Farm-Equipment Mechanic 1 
Field Engineer 

Field*Service Representative , 
Fitter 1 
FixtureMaker 
Fprrn Builder 

Form Builder r 

Furnace installer-and Repairer, Hot Air 

Furniture Hnisher 

Furniture Upholsterer 

Furrier 

6as-MaIn Fitter 
Gem Cutter . 

Gemologist , 
Gunsmith ^ 
House Builder 
Instrument Maker 
Instrument Mechanic 
Instrument Repairer 
Job Printer 
Joiner . 
Lay-Out Wbrkisr 
Uy-Out Worker 1 
Line Erector 
^ Line Installer-Repairer 
LineJHaintainer 
Linellepalrer 
Line Supervisor 



/ 



651.362-010 
629.281-018 
601.281-Olb 
712.381-018 
625.28i;010 

601.280- 022 
077.121-010 
077,127-014 
077.127-018 
899.261-010 
785.361-010 
.606<682:018 
842.381-010 
364.361-010 
827.261-010 

829.281- 014 
824.261-010 
825.281-014 
825.381-030 
'825.281018 
825;281-022 
825.281-026 
820.261-014 
8^9.131-014 
821.361-0J4 
729.281-014 
821,381-010 
721.281-018 

■ 828.261-DlO 
726.261-010 
828.281-010 
974.381-010 
825.361-010 
825.281-030 
637.261-014 
624.281-^10. 

. 828.261-014 ' 
621.221-010 
801.261-014 
600.380 010 

693.280- 010 
860.381-046 

869.281- 010 
763.381-010 
780.381-018 
783.261-010 
862.361 014 
770.281-014 
199.281-010 
632.281-010 
869.281-014 
600:28P-0'10 
710.281-026 
722.281-010 
973.381-018 

' 860.381-050 
600.281-018 
809.281-010 
321.361-018 
822.381-014 
821.261-014 

:82i;361-026 
821.131-014 



Uns Supervisor . 
locksmith 

Machine Builder . * 
/Machine Repairer, Maintenance 

Machiiie-Shop Supervisor, Tool 

Machinist . 

Machinist Experimental 
, Machinist, Mafine Engine . « 

Machinist, Wood a 

Maintenance Machinist 

Mainfenance Mecliantc 

Maintenance Mechanic V 

Maintenance Miechanic Supervisor 

Maintenance Mechanic, Telephone 

Manager^ Dental Laboratory 

(Manager, Marine Service 

Manufacturer's Service Represientative ' 

Marble Setter 

Mechanical-Maintenance Supervisor 
Mechanical- Jnt Technician ^ 
Mechanic, Industrial Truck 
Metal Fabricator 
Millwright 

Mold Ma{yir, Die-Casting and Plastic Molding 
Monument Setter 
Motorboat Mechanic 
Motorcycle Repairer \^ 
: Neon-Sign Servicer 
Ofiice-Machine Servicer 
Offset-Press Operator 1 . ' .. 

QilrBurner-Servicer-and-lnstaller 
Oil-Field Equipment Mechanic 
Optician 
Optician 

OpticiaKi, Dispensing 1 . 

Ornarnentat-lron Worker 

Orthotics Technidan 

Orthotist 

Paperhanger 

Parts Salvager 
' Patternmaker, lUetal 

Patternniakef, Metal, Bench . ' 

Patternmaker^ Wood 

Piano Technician 
.. Piano Tuner . 

Pinsetter Adjuster, Automatic 

Pipe Fitter 

Pipe Filter . ' 

Pipe Fitter, Diesel'Engine 1 
Pipe-Fitter Supervisor 
Pjpe-drgan Tuner and Repairer ■ 
Plasterer ; . 
Platen-Press Operator 

Plumber " ., . / | 
Plumber Supervisor. \ 
Press Maintainer 

. Private-Br^nch-Ex^hange Installer ' 

Private-Branch-jExcli^nge Repairer 

Prqqf.-Pcfss Operator ' 

Prdsthetist . . ' . 

Prn^hetics Technician , 
p PIP ddress Servicer 



hi 
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82.2.131-018 • 
709.281-010. 
60b.-281-022 
' 628.281-010 
606.131-010' 
600.280022 

600.280- 038 
^23.281-026 

/669.380014 
. / 600.280 042 
/ 620.281-046 
638.281 014 
#"^8.131022 
1/822.281-018 
V 187.167-090 
187:167-130 
638.261-018 
861.381-030 
638.13M26 
869.261-014 

620.281- 050 

619.360- OF4 
8.281-018 

01-280-030 

861.361- 014 
623.281-038 
620.281-054 
824.281-Oig 
633.281-018 
651.482010 
862.281-018 
629.381-014 
.716.280 008 

716.280- 014 
713.361-014 
809.381 022 
712.381-034 
078.261-018 
841.381-010 

638.281- 026 

600.280- 050 

693.281- 018 
661.281 022 
730.281-038 
730.361-010 
829.381010 
862.261-010 
862.381-018 
862.361-018' 
862.131-014 
730.361-014 

842.361- 018 

651.362- 018. 
862.381-030 
862.131 0:8 
627.281-010 
822.381 018 
822.281-022 
651.582-010 
078.261-022. 
712.38l'-d38 ■ 
823.261 010 
630.281-018 
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Radio Mechanic 
Refrigeration Mechanic' 
Reinforcing-Metal Worker . 
Repairer, tieavy ^ 
Rigger 

Rocket-Engine-Cpitiponent Mechanic 
Rug Repairer 
Sample Stitcher 
Saw Filer . 
Scientific Glass Blower 

Service Mechanic, Comptessed Gas Equipment 
Sheet-Metal Worker V^. 
Shipfitter \ 
Shipwriglit 

Shoe Repairer: t 
Shop Tailor 

Signal Maintainer \ • 
Small-Engine Mechanic ^ 
SousChef^ - 
Statisticar^Machine Servicer • ^ \ 
Station Installer-and^Repairer 
Steeple Jack 

Stereotyper , ; - > ■ 

Stonecutter, Hand » » 
Stonemason 
Street-Light Servicer 
Structural-Steel Worker 
Stucco Mason 
Superintendent, Local 
Supervisor, Aircraft Maintenance 
Supervisor, Carpenters 
Supervisor, Engine-Repair 
Supervisor, Garage 

Supervisor, Machine Setter ^ ^ 
Supervisor, Machining ' ■ ; ' ' 

Suoervisor, Press Robm 
Su^rvisor, Printing-Shop' 
Supervisor, Reinforced-Steel-Placing 
Supervisor, Structural-Steel Erection 
Taximeter Repairer 
Terrazzo Worker ^ 
Tile $etter 
Tinvber Franter 
Tool-and-Die Maker . 
Tool-and-Die Supervisor 
Tool Grinder 1 ^ % 

Tool-MaChine*^et-Up OperatoV 
Tool Maker ^ - ^ 

Tool Maker, Bench J > 
Tractor Mechanic 
pouble Shooter 2 
'^(uck-Bddy Builder' 
Tune-Up Mechanic 
Upholstery Repairer 
Variety-Saw Operator ' ^ 
Water-and'Sewer-Systems Supervisor 
Web-Press Operator 
Welder, Arc 
Welder-Assembler 
Welder, Combination 
Welder, Experimental / 
Welderjntter ^ 
Welder, Gas 
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823.261-018 
637.261-026 
801.684-026 
, , 620.381-022 
806.261-014 
621.281-030 
782.381-018 
?B5.36V018 
701.381-014. 
006.261-010 
630.281-034 
804.281-010 . 
806.381-046- : 

860.381- 058 
365.361-014 

.785.361-022 
822.281-026 : 
625:281-034 
313.131-026 
633.281.030 
, 822.261-022 
869:381 -(130 

974.382- 014 
771.381-014 

• 861.381-038 ■ 
.824.381-010 ' 

801.361- 014 
842.381-014 
952:137-018 
621.131-014 

. 860.131-018 
625,131>014 
620.131.0M 

619.130- 034- 
. 669.130^d22 

• 651.130-010^ 
^659.130-010 

80Vl34-dl0 

809.131- 018 
710.281-038 
861.3811-046 
861:381-054 
869.381-034 
601.280-046 
601.130-010 
701.381-018 
601.280-054 

601.280- 042 

601.281- 026 
' 620.281-058 

821.261-026 
807.281-010 
620.281-066 
.780.684-122 
667.682.085 
'862.137-018- 

651.362- 030 
810.384-014 
819.381-010 
819,384-010 
819.281-o2!2 
819.261-010 
811.684-014 
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SySTEMS OPERATION 



' Systems opersi^on is the control and 
fifire of equipment in a mechanical system. 
The system may create and distribute 
electricity, heat and cool a building, or 
treat and . distf ibute water. Jobs in this 
group are found in oil fields, refineries,'^ 
utility companies, and- laj>ge buildings. 



WORK PERFORMED 

What would you do as a worker in this 
group? , / 



You would operate or control the equip- 
ment in an entire system or direct the 
work of others. You would'do one or more 
of the following tasks. . / 

• Operate turbines, boUers, and genera- 
tor$ to produce electricity, 
^aintain a cooling system to refrig- 

■'a erate rooms in a iHeat-packing- plant. 

• Operate equipment in a water treat- 
ment plant to purify water. 

• Maintain boilers which supply heat or 
power^to a building. 

• Plan and direct the work of others. 




09.06 



This substation operator 
controls the flow of* ; 
petrdlejum from the vyell 
Into a pipeline. - ' v 




. Marathon Oil Company 



What sicills, abilities, and interests would help you succeed in this 
kintf o^ work? \ 

To, do this- type of Iwork, you sliould have the ability fo-learn, 
thei skill to perform/and the interest in doing mOst of the follow- 
ing items. . Not all. items are imporf ant to, every , job. 

• Apply the technical principles upon which a process is.based 

• Use eyes, hands, and fingers to adjust or repair equipmen^ 

• ^cture. shapes and sizes of objects froni a'c&'madng: 

• Make quick and correct decisions to operate a systenij 

• efficient \vay. • - 

• Direct the work of others. 

........... ■ & . : • 

• Use math skills to read ' and interpret information from 
" meters ;and gauges. 



WORKER 
REQUIREMENTS 
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Do xpu have or can yqii de>felc^ these ski|[s» abilities, and interests? 

Yq^ answers tQ the following questions wHl help you decide, 

• Have you taken shop courses? Do you like working with 
machines? ^ ^ n 

• CaQ you use'niath to figure pressure, weight, and volume of 
liquids?;. / : ^ * . ' • 

• Have you set up arid operated a model train? Can you find 
and correct problems? : 

• Have you built pr: repaired a radio or stereo equipment? Can 
you read elerctrical -or electronic drawi ' ^ 




Ask your schoors boiler operator to show, you what he or she does. 



SySTEMS OPERATION 
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How cian you preparW /or and enter this kind of work? 

Oil or natural gas' systems pperators usually start as helpers 
• and develop the needed skills. High school courses in math,- 
physics, aiid chemistry help students prepare for this kind of 
work. Vocational school courses such as machine shop, and 

■ mcKihanical . drawing are also helpful. 

Jobs in water and sewage treatment plants are usually govern-. 
m?nt positions. These jobs may require taking , a ciyil service test. 
Boiler operators ;Usually enter the field through apprenticeship 

■ programs which last up to four, years. These programs include 

■ both classroom instruction and on-the-job training. After gain- 
' mg experience as" an assistant, it is also possible to become a 

boiler operator. However, this type of preparation generally 

takes Iphger. ' .1 ^ 

Operators of generating or distributing systems for electricity , 

usually start as helpers. They may be promoted in one to four 

years as they becom'e experienced. \ \ ; 

Operators of certain types of systems are requjred to have 

state licenses. Requirements for^tliese^liCGnses-yarjr-from-^tate- 

to state. 

' Workers in atomic power plants must have special training. 
Some must be licensed by the Nuclear Regulatory Commission. 



0Mb 

PREPARATION 



What else should yoii know about theste jobs? 

Ma-ny systems are operated 24. hours a day and require one or 
more operators to 'be on duty at all times. Work hours often 
include weekend and holiday duty. 



OTHER 
CONSIDERATIONS 



The following ihformt^tion is 'a summary of the traits and 
qualifications, related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
, preferences to these worker traits. ' 



QUALIFICATIONS 
PROFILE 
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JWORK ACTIVITIES 

^ Workers generally prefer the following 

types of \york activities. 

1. Activities dealing with things and. objects; 
' 9..' Activities. involving*prbcesses, methods, pr machines. 



SySTEMS OPERATION 



WORK SITUATIONS 

Workers are willing to adjust to. the 
following types of vvork situations. 
1: Performing duties which change frequently:- 
> 3. Planning and directing an entire activity. 
8. Making decisions using standards that can. be .mea* 

sured or checked. 
10^ Working within precise limits or standards of accu- 
racy. - ' ' 



WORKER FUNCTIONS f 

. These may be the rtipst difficult func- 
tions workers perform when dealing with 
. data, people, and things. 

Low Avg. High 

□ 



DATA 

PEOPLE 

THINGS 



□ 



Coordifiating 
Speaktiig/Signalin^ 
Operating/ • 
Gontrblling 




PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physrcal activities. 

L 
IVI 
•4. 
5i 
6. 



Light work. « 
Medium wbrlt. 

Reaching,. handling, fingering, and/or feeling. 
Talking and/or hearing. . 
Seeing. . ' - 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 
I Inside. . . 
0 Outside. . . 
B Both: inside. and outside. 
. 5. Noise and vibrations. 
6. Hazards. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a 5 f*©-l scale. 
Aptitudes 



G- Genera 
V- Verba) 
N- Numerical 
S-Spjtiil 
Q - Clerical Perception 
K -+ Motor Coordination 
M - Manual Dexterity 




3 
3 
3 

4-3 
4-3 
4-3 
4-3 



U ■ - . _ . ■ 

GENERAL EDUCATIONAL 
bEVELORIVlENT,(GED) 

GED is the general level of learning arid 
reasoning acquired through schools, ex- 
,periehce, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statenient explains why these 
workers heed the GED level 3-4. 
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SySTCIVIS OPERATION 



Workers use reasoning, technical skills, and knowledge 
to solve mechariical problems and operate equipment 
related to sui:h systems as heating, refrigeration, or 
power. They interpret instructions presented in written,, 
oral; or, diagram form. These workers, deal with concrete 
variables suc.h...as equipment' used for generation, and . 
^distribution of power, and natural gas flow. 

PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education, and training programs 
' or through work experience. 



WTC 
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Related High School Level Courses 

The following- high school courses are 
helpful in preparing ^or the occupations 
'in this group. 

Important Courses 

• Courses required for the completion of high ;schdbl. 
Helpful Courses 

• Geometry/ Algebra, Physics, Chemistry. 



Entry and Advarj^e 



nformation 



E - To enter some occupations workers only need the 

required competencies and credentials. 
A -To advance to most .occupations workers not. only 
. need the . required competencies and credentials 
; " but also related Work experience. 

Related Formal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 
T- Technical school courses in machine trades, elec- 

■tricity,. and related fields. 
V- Vocational courses in the trade and industrial 

fields; formal apprenticeship programs. 
NFT -Some occupations in this group have no related 
formal education or training programs. 

Training Time 



Occupations in this group may require 
from over 1 year up to and -including 10 
years (S\JP 6, 7, 8). 

.ERIC 



OCCUPATIONS IN 
SYSTEMS OPERATION 



Auxiliary-Equrpment Operator : 
Boiler Operator; 
Boiler-Room Helper 
Engineer '' , 

t1rer> High Pressure 
Rrcr, Low Pressure 
Hrer, Marine ^ 
Gager 

Gas-Cbmpresser Operator 

Gas Dispatcher 
Load DJspatcher 
Oil PjuiJipcr 
Petroleum inspector 
Power-Plant Operator 
Power*Reactor Operator 
Pumper 

Pump-Station Operator, Waterworks 
Refrigerating Engineer 
Stationary Engineer 
Stationary-Engineer Supervisor 
Substation Operator . 
Swltcliboard Operator 
Trouble Locator^ test Desl( 
Turbine Operator . 
Turbine Operatort Head 
iltilities^and-Maintenance Supervisor 
Wastewate^TreatmentPlant Operator 
Water-Treatment^Plant Operator 
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952.362-010 
950.382-010 
950.685-014 

197.130- OiO 
951.685:010 
951.685-014 
951.685-018 
914.384-010 
950.382-014 
953.167.010 
952.167^014 
914.382^010 
222.367-046 
952^382^018 
952.362-022 
914.682-010 
954.382-010 
950.362-014 

.950,382-026 
950il3i-014 
952.362-0215 
952.362-038 

822.361- 030 
1952.362-042 
952.137-022 

899.131- 018 

955.362- 010 
954.382-qi4 
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OUAllTVCONTRpl 



. Quality control is inspecting and check- 
ing equipment^ materials, and products in 
%ttings other; than factories. Worl^ may 
involve ineasuring or testing raw mate- 
rials to check whether quality standards 
are met. Workers in ^ this group are em- 
ployed in such settings as- mines, loading 
docks, quarries, warehouse?^ oiF fields, and 
construction sites. 



WORK PERFORMED^^^ 

What would you do as a worker in this 
group? 

You would examine materials and prod- 
ucts to see that quality standards are 
maintained. You would use measuring 
tools and testing equipment in 5ome cases. 

Utah International Inc. * . 



You would pfij;f orm one or more of the 
following tasks. 

• Inspect railroad freight cars to see 
what repairs are needed. 

• Inspect and grade coal according to 
its size or to the amount of impurities 
it contains. 

• Inspect cars at a' road safety check- 
point 

• Inspect-elevators to discover safety 
hazards, 

-•-^Estimate the nature and cost of caB 

■ * 

repairs in an automobile service de- 
partment^'^ ^ 

• Inspect v^d construction materials to 




see that state or contract standards 
are met. 



Large companies employ equipment 
inspectors to Insure the workers* 
safety. 
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Diamond Shamrock 



As a petroleum inspector, you would inspect samples of crude oil for quality. 



What skills, abilities, and interests would help you succeed in this . 
. Wnd of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform, and- the interest in doing most of the foll,ow- 
ing items. Not all items are important to every job. 

• Use knowledge of a product, process, or material to judge 
\ quality and workmanship. 

, • Use the eyes, hands, and fingers to handle measuring and 
testing instruments or tools. 

• Write clearly, J^O keep records and make reports. 

• Read and apply blueprints, diagrams, or set-s]^ndards. * . 

ERIC : . • 
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Do you have or can you develop these skills^ abilities/ and interests? 

Your answers to the following questio^ will help you decide, i 

• Have you had courses in mechanical drawing? Can you 
read blueprints and diagrams? 

• Have you put models together? Did you have to measure 
and fit small parts together? Can you follow detailed direc- 
tions?. ■ .. . ■ • ■ . 

• Have you taken courses such as woodworking, metalwork- 
ing, sewing, or c^ing? Do you notice small differences in 
sizes, shapes, or textures? 

• Have you noticed the change in sound when a car or house- 
hold appliance is not working properly? Do you li^e tQ find 
out what is wrong? 

• Have you checked cars, aj^liances, or fiuniture for defects 
before buying? Do you notice small Retails? 



QUAliry CONTROl 
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How can you prepare for and enter this kind of work? 

. Some Jobs in this group require the ability to read blueprints. 
High school or vocational courses in shop or mechanical drawing 
are helpful in developing this skill. A few jobs require experience 
as,a^Worker in oirder to judge the quality of the products or mate- 
rials involved, ivjost .workers receive on-the-jo'b trailing in order 
to learn inspection tasks. 
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PREPARATION 



What else should you know about these jobs? 

Quality control workers usually are paid, a set wage rather 
than being paid by the number of inspected items. Working con- 
ditions are the same as for other workers in this setting. These 
conditions may include dust, noise, and risk of physical injury. 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS* PROFILE 

The follbwing information is a summary of the traits aiid 
qualifications related to the workers in this group. As you read 
it, try to relate your, own -interests, abilities^ aptitudes, and" 
preferences to these worker traits. 



WORK ACTIVITIES 

■ Workers generally prefer the following'" 
types of work activities, 

• • . • .» 

1. Activities dealing "with things and objects. ' 

3, Activities of a routine, definite, organized nature. 

9, Activities involving processes, methods, or machines. 



WORK SITUATIONS 

Workers are willing to adjust td the 
following types of work situations. 

7. Making decisions using personal judgment. 

8. Making decisions using standards that can be mea- 
sured or checked. 

10. Working within precise, limits or standards of acc'u- 
.racy; 
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WORKER FUNCTIONS 

^ . " ■ . . ■ ; ■' ' ' 

■ ' '■ <^ . . ■ 

These may be the most difficult func- 
tions workers perfprm when dealing with 
data, people, and things. 



low Avg. High 

DATA • □ □ m 

PEOPLE ■ □ □ 

THINGS □ □ 



- Coordinating 

- Speaking/Sipalihg 

- Precision Working 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 sccQe. 



Aptitudes 



G- General 

N- Numerical 

S- Spatial 

P - Form Perception 

M - Manual Dexterity 



Low 

'5 



Levels 

to 

4 3 2 



3 

v4-3 
^ 3 
3 

4-3 



High 
1 



PHYSICAL DEMAI^PS 

Workersinust be able to pertorrn the 
following types of physical activities.- 

L Light 

3. Stpapmg, kneeling, crouching, and/or crawling. 

4. Reaching, handling, fingering, and/ or feeling. 
6. Seeing. 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 

I Inside. 

0 Outside. 

B Both: inside and outside. 

5. Noise and vibrations. 

6. Hazards. " 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED)] , 

GED is the genersJ level of learning and 
reasoning acquired through schools,* 
perience, or self-directed\study. There 
six GED difficulty level? 
most complex (6) to 

following statement ^xplains'^^liUjJB^ these 
workers need the GI 

Workers use reasoning and techm^ knowledge to 
inspect manufactured products. They cari^NUJt instruc- 
tions in .written, oral,, or diagram .form. They] deal with 
practical problems involving concrete variables such as 
testing equipment, inspection standards, arra blueprints. 



PREPARATION AND TRAILING / 

Workers usually gairt the conqpetencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience^ 



OUAllTy CONTROI 



Entry and Advancement Information 
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Related High SchopI Level Courses 



E— To enter some ocqjpations workers only need the 
required competencies- and credentials. 

A -To advance to.'scj;me occupations workers not only 
heed, the required competencies and credentials 
but also relatecMork experience. 



The following high school courses are 
helpful in preparing* for the occupations 
in this group.. 

• Courses required for the completion of high school. 



Related Formal Training Programs 



rs i^i^llY gpiin the competencies 
and cred^tials they need to enter occupa- 
tiox% in this group in the fpllowing ways. 
T -Technical school courses in the mechanical or tech- 
nical fields. 

NFT - Some occupations, in this group have.no related 
formal education or training programs. 



Training Time 

Occupations in this group may require 
from over 6 months up to and including 
10 years (SVP 5, 6, 7, 8). 



OCCUPATIONS-' IN 
QUALITY CONTROL 



Alfpline iiupectM- 

Autdmobil0«Rft0air-S0ivIe(i Eltimatpr 
AutoiqobileTester ; ; 
■ BiWg»lnf|i«c^ 

Car Inspador V '■/■■■■J:;;. 

lEIevafbrbiamlher^^ 
Gr^vaHRspecbNr 



621.261-qiO'j 
: 620.261-.018 :. 
379.364410 



liisiMclor;Mwift Uundil^^^^ 



ItBpwtor.Ftooit 
Inspector^tool " - ; 
iogScillf':- f''^-^ 
Outside Production InaiiectQr 
Petrolauin liis|M«tor: 
Rallroiid-Cir Inspeiebr v - 
Tett Driver 2 
Witec^ualltif Tester 
Way Inspector 



i 2225W-046^s 
910 .387^014 i 
r;8Q6i8a:0104| 
i 539 367^014^1 
;910i67iO3a^ 



ERIC 
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IaNcI VEhlcU OPERATION 



Land yehicle operators drive freight 
haulingvel^cles or supervise jDthers who 
do. Railroad\;pmlDai?ies, trucking firms, 
and delivery services employ workers in 
thfk group. Companies which own and 
operate freight carriers for their own use^ 
also hire these workers. Jobs in this group 
are scattered throughout the country. 



WORK PERFORMED 



You would drive a truck or operate a 
railroad locomotive or other land vehicle 
to transport products. To safely operate 
the vehicle, you would watch your sur- 
roundings carefully. You would work con- 
trols to guide the vehicle and regulate its 
speed. You would vi^atch your instrument 
panel to make sure the vehicle is oper- 
ating properly. 

Your duties would include one or more 
of the following tasks. 



What would you do as a worker ?n this 
group? 



ARMCO steel Corporation 




• Inspect a truck to check whether it 
is properly loaded and in good run- 
ning condition! 

• Drive a truck to pick up and deliver 
products or supplies either locally or 
oyer long distances. 

• Obtain receipts and maintain trip 
records to show that materials have 
been hauled and delivered. 



Skillful driving and nighttime delivery help avoid the 
traffic problems this proKabricated structure could 
create. . 



Operate a locomotive to haul freight 
from one city to another. . ^ . 
Move railroad cars within a railroad 
yard or industrial plant. ^ ^ 
Operate a tow truck to transport 
wrecked or disabled vehicles/ 
Drive a specially marked car behind 
a wide load to" warn^ others. 
Drive a hearse in a funeral proces- 
sion. 



lANdvcklcU OPERATION 
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Loi^omotiye engineers 
Inspect, their vehicles after , 
each run to detect ■ 
dannagecl or def active 
equipment. /, ' • - ' 



IS 



What skills, abilities, and interests wtfuld help you succeed in th 
kind of. work?' ' 

To do this type of work, you should have the ability to learri, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 

• Operate a transport vehicle and qualify for a chauffeur's 
license or other required credentials. • 

• Undferstand and follow federals state, and local traffic rules. 

• Recognize a vehicle malfunc^on by Wind or, other in'di 
cations. 

• Judge distances and relaitioriships of objects in space. 

• Move eyes, hands, and feet together to operate levers, push 



WORKER 
REQUIREMENTS 



pedals, and steer the vehicle. 
Keep r 
reports 



licle. 

• Keep records, collect m6ney, make change, and prepare 



# Withstand the strain of driving in traffic and for hours at 
a time. . ' 

ERIC l^^f : ■ 
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IancI vcIkcIe operation 



J| J ;jTruclCtlrlver.s must be nble, ' ' 

a~-'=^^M keep , accurate recbrdsxih 'i 
IliaafiSS^ Kthefreigbtttiey transport; • > r.; ,:. 



CLUES 




Workers In this group 
are usually requirect4o . 
: pass adrjying test using 
tke vehicle to be drh/eh on 
ira job. 




Do you have or can yo^u develop these skills, abilities, and interests? 

Your answers to the following questions will help you decide, ^ ; 

• Do.you; often rea,d automotive or "^uckinjg magazines? Do 
you enjoy reading this type of material? 

• Have you competed a course in driver's education? Do you 
' have a driver's or chauffeur's license? 

• Have yoy driven much ia heavy traffic? Does it bother you? 

• Haj^-'you dwned or operated a model train layout? Do you 
like to read about tra!ins and railroads? . , 

^ Have you driven in a bicycle rodeo, car rally, or over a 
. vehicle obstacle course? Did you receive a good score? 

• Have you driven a car pulling a trailer? Could you back it 
safely into a narrow space? ' ■'< . ' ■ ^ \ ■ ■ . 

• 'Ha.ve you filled out forrijs to order something from a mail 
order catalog? Can yoy understand an^i^cqmplete such forms^ . 
correctly? ^ 
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How can you prepare for and enter; this Kind of work? 
'Most states I'equire. all truck drivers to hfiye a ehauffeur's 
license, ^frecific. requirements vary froni st^ite to state. These 

V. licenses usually require applicants to pass physical, written, and 
driving tests. Knowledge of tfaffieHaws and some truck driving 
expecience help prepare workers for these jobs. Some training. 
riiay.be taken in high school and vocational -schools. ; ' 
: The U. S. Department , of Transportation sets standards for • 
.truck" drivers traveling from 'state to state. These truck drivers • 

. must have good hearing^ 20/40 vision with or without glasses, . 

. and normal blood pressure. 'Although some exceptions are made 
for handicapped workers, drivers usually miist have full use of 
arms and legs. Thesfe truck: drivers rhust take a written test on 
the motor* carrier safety rules of the *U. S. Department>Df Trans- 
portation. They must also, pass a driving test using the type of 

» truck they will drive oh. the .job. A good driving record is also ^ 
required. Some firms hire only drivers with several yeafs of lorig- 
dfaitance trucking experience. ' . . . . . . 

Requirements for local drivers vary with the type of truck" , 

" driven and the Employer's business. The physiceQ requirements . 
are similar to those set for long haul truck drivel's, Mqst. firms 
want .workers with good driving records. New workers may learn 
by riding with a veteran driver. Some firms have classes on 'gen- 
eral duties, ojperating and loading trucks, ar^ company rules, 

■ fgrms,v£uid records. . . - > 

Exp^ienced engineer hdpers (locomotive firers> are ,u^)i|ally 
! prdnipted: to locorhptive engineer. Promotion is mat^e according 

,Uto-ssierii6rity» Helpers ride ■ witti engineers and learn, to ^inspect 
locomotives and chedk the gages. They also learn: to watch for- 
signals and -f r^jzfc obsfructi<^ns, Applicarlts must have good hear- 
' irig,'r>5i^i6ri, and colbl' perception. .' . / • ' • 

. . . ■ . . - ■, ■ . 

What else 

" i r Long-distance tx-pck drivers may spend days or weeks At a time - 
: a\Vay f roni home. Their work often includes driving at night. The 
noise, -rough ride, ahd heavy traffic may cause! physical or nervouis • 
siSljpn. Advancement . in truck driving is ninjited. Some driyers 
•becorhe dispatchers or.^ managers. Others' with business ability 
n^v buy and operate their own trucks. '■ -j iy .^ 

ERIC : -/j .. ;'. f- -r*'. ; •., 
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Locomotive engineers often work nights and weekends. They 
may operate a train to a distant terininal one day and rieturn the 
next. They may spend two or three nights a week away from 
-Thbnie. .■ • ' 



QUALIFICATIONS PROFILE 

'The following information is a summary of the fraits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. ^ • 



WORK ACTIVITIES 

. Workers generally prefer thei f<5rllowing 

types of work activities. 

.1. Activities dealing with t^^^^ ' , 

3/ ^ITctiuities of a routine/ definite,, organized nature. 
9. Activities involving processes, raettlj^vo 

" WORK SITUATIONS 



Workers are willin" 

(' '■ ' ' ' ■ <. ■ 

following types of work 
8. -Making decisions using standards 
sured or checked. 

WORKER ftlNCTgiNL 

These may be^ ^^^^Jiost diffictdt func- 
, tions workers perifdrm M'iiein^dealing with 
data, people, and things. 
- ,. ' '• Low Avg. High\ 
' DATA . : ' X^Cqmparing , 

' PEOPLjE; ■ 11 ■ □ ' □ -;Taking Instructions/ 

• • , ' • " Helping 

; ThInGS '. □ B '□ - Driving/ Operating 





NySICAL DEMANDS 

- Workers must be able to perform the ^ 
following types of physical activities. 

L Light work. . ' . " . 

M Medium work. .' ■ . 

4'. Reaching, handling, fingering, and/or feeling. , 

5.. Tatkinjg and/or hearing. 

6. Seeing. . \ ■ . 



WORKING CONDITIONS v * 

. Wbricers need to adjust to the follow- 
ing physiidal surrpuri^ and working 
conations. / ! • ' 
I.. Inside. " • - / • - 
B •Both: inside arid^ outside, ^ . 

APtlTQDES • V ' ^. 

Th^e levels oi aptitddes (ability tp 
learn) are 'reliited'to the average succ^^ 
/ftil performance of workers in tl;iiis grouE^,;' 
Levels .are rated on a 5 to 1 scale. . 
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Aptitudes 



Low 
5 



Uyels 

to 

A Z 2 



High 
1 . 



6 - General . . • 3 

S- Spatial ' _ 3 

K -Motor Coordination 3: 

M -Manual Dexterity 3. 

E-Eye-Hand-foot Coordination 3 

0 - Color Discrimination 4 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquiried through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
ihost complex (6) to the simplest (1) . The 
following statement explains y^hy these 
workers need the GED level 4. 

Workei'S use personal judgment and mechanical skflls 
to operate motor vehicles such as trucks and locomotives, 
They carry out .freight delivery instructions presented in 
written, oral, or diagram torm; They deal with problems 

."involving concrete variables such as traffic laws,, vehicle 

. controls, and freight loading. 

PREPAFlATfGN AND TRAINING : 

Workers usually gain the cbmpetencjes- 

■ and credentials they .need to enter or ad- 

■ . vance to occupations iri this group through' 

■ fornrial education and tra^fing programs 
* ior through work experience. 

Ehtry^^ and AdVance^erit Information . 

/ E- to enter some occupations'wdrkers only need the 
.,' -required . cp,n1p5te.ncies and credentials. • 

' ■ o ' ■ .. - '■■ ■ C"r-.v- ■■■ ■ ' 



Related Formal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways, , 
■ NFT- Some occupations in this group have no related: 
formal education or traii)ing programs. ■ 

■ / ' - : ' : ■ . . '. ■ 

Training Time 

■ . ■. ■ ■ ■ ■ ' . ■.. ■. ■ : '.^ .'■ 

Occupations; in this group may rec^uiire 
from over 1 month up to and including 1 
year (SVP 3, 4, 5). 

o " ■ ' ' ' . . . 

Related High School Level Courses 

The following . highi*^school 'courses are 
helpful in preparing for the occupations 
in this group. 

• Courses required for the, completion of high school. 



OCCUPATIONS IN 
LAND VEHICLE OPERATION 



Ambulance Priver . ,. „ , ,„..... .-. . 

■ • - WftcMte-MlxfriifTnick;DriveF- • 



•::;yard!-Engiiie6>r-;,::>vr 

" ' n: ■ '.-163- .- 
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MATERIAL SCONTROI 



Materials control is the shipping, receiv- - 
ing, and storing of materials and products. 
. Workers count-the products, keep records, 
and make schedules to control the flovf of 
materials^. Firms which make, sell, distri- 
bute, or receive large quantities of mate- 
rials or^roducts employ these workers. 
Jobs in this group are also found in hos- 
pitals and government agencies/ 



WORK PERFORMED 

What would you do as a worker in this 
group? 



You would have direct contact with 
materials and prodt^cts to ship, receive, or 
store them. You tvould perform one or 
more Of the following tasks. 

• Count or weigh items to check the 
accuracy of invoices. 

• Unpiack and place products on shelvies. 
. • Issue tools, parts, and equipment tp 

workers. 

• Count and record items in a ware-, 
house or stockroom. 

• Collect tally q^rds from/ production 
machines and record infprh^audn; 

• Pack arid ship items according to pur- 
chase orders received. 



Wesfern Electric - 
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Chrysler 



To prepare these car doors for shipment, y^ii\wcfeid rxWd to use roaXY} and recor'd ^ 
keepmg skills. \. ' - ' . . 



\ What skiirs, abilities, and interests would help you succeed in this 
kind of work? 

To do this type of work, you should have the ability to learn, 
\ the skiil to perform, and the interest in doing most of the follow- 
ing items. Not all items are. important to every job. 

. ' •. ■ ' -•■ .'- •. ' ' ■ , ■ ■ '. y ■ ,.■ ■ ■ 

. • Use basic, math skills to keep records of take inventory. 
Use hands and fingers, to packrunpack, or sort materials or 

•■ •produGtk ' J ' ■ ' 

• • Check materials received against invoices, to spot errors., 
^ ' • Lift, move, or handle heavy or bulky materials or products. 



WORKER 
REQUIREMENTS 
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CtUES Do you have or can you develop these skills, abilities, and interests? 

• Your answers to the following questions will help you decide. 

• Have you taken industrial arts or, shop courses? Did. you 
learn how to issue, store, and care for tools? 

• Have you been ah equipment manager for a sports team? 
Did you keep records as well as issue apd collect the equip- 

' ment? . * " ./ " 

• IJave you worked as a stock clerk in a store? Did you impack 
^cartons and place items on shelves? Did you count or keep 

records of items? ' ^fe^ • 
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How can you prepare for and enter this kind of work? 

Basic reading, writing, and math skills are required for jobs in 
this group. Most worlcers learn specific tasks and procedures 
through on-the-job training. As workers gain experience, they 
are assigned more difficult tasks and duties. 

Workers who issue tools arid equipment may need knowledge 
about care and use. Employers often select w^^rkers who have 
experience in using the equipment. 
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What el^e should you know about theise jobs? 

Maiiy jobs in this group require workers to be on their feet a 
large part of the workday. Most of the work is done indoors. 
However, some jobs involve worl^ing on loading platforms,; in 
storage yards, or in cold storage rqpmis. 

Some workers must learn to opeirate equipment to move heavy 
or biilky items. ^ \ ' 




OTHER 
CONSIDERATIONS 




QUALIFICATIONS PROFILE 



The following information is a summary of the traits and 
< qualifications related to the workers in this group.^As you read 
' it, try to relate ypur own interests, abilities, aptitudeis, ancl 
preferences to these worker traits. V 



WORK ACTIVITIES 

Workers generally prefer . tjge following 
itypes of work activities. " * , 

L Activities dealingjSith' things and objects. J.- :.. 

2. Activities" involviifg business contact. V ' 

3. Activities of a" routine, definite, organized nature. 

9. Activities involving, processes, metfiods, or machines, 

ERIC 



WORK SITUATIONS 

■ . ■ ■ ' ■' 

Workiers are willing to adjust to the 



following types of work situations. 



4. 
8. 



Dealing with people. 

Making dScisi^s using standar^sHhat can be mear 
sured or checked. ^ 




-^10. Working. within (precise. jimitV'or s^fl^ds of accu- 
racy. , \ \.. ' • 



IS, 



1^7 
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MATERIaU CONTROl 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. ■ 

.Low Avg. High- 
DATA , '□ ■ □'-Compiling 
PEOPLE . ■ □ □ - Speaking/ Signaling ' 
THINGS ■ □ □ -Handling 



PHYSICAL DEMANDS 

Worker;s must be able to perform the 
following types of physical activities. 
1 Light work., . 
M Medium work. ^ 

4. Reaching, handling, fingering, and/or feeling. 

5. ^ Talking and/or hearing. 
:6. Seeing 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 3-4. 

•Workers use reasoning and personal jaflgmept^to ship, 
receive, store, and inventory products and'Wferials. They 
- carry out invructions presented in written, oral, or dia- 
gram form. They deal with practical problems involving 
concrete variables such as invoices, delivery tickets, and 
shipping containers. 



PREPARATION AND TRAINING 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 
I. Inside. ' * 



APTITUDES 

These levels - of aptikides. (ability to 
learn) ate related to the average success- 
ful performance of workers in this group. 
Levels are r^ted oh a 5 to 1 scale. 
Aptitudes ^ Levels 

Low to High 
. ' ' . 5 : 4 3 s2 I 



6 -General 
V- Verbal '. 
N - Numerical 
Q r- Clerical Perception 
Mr- Manual Dexterity 

^ -' 



. 3 
■ 3 
3. 
3 

4.-3 



Workers usually gaiji the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experieilce. 

Entry and Advancement Information 

E - To enter most 'occupations workers only need the 
required competencies and credentials. 

Related Formal Training Programs ^ 

Workers usually gain the competencies 
and credentials they need to enter occup;^- 
tions in this group in the following Avays. 

V - ypcatibnal school courses in the general Clericaf 
area. 

NFT-^Most occupations in tfi^is group have no related 
formal education or training programs. 



MATERIaU CONTROI 
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Training Time 



7 



Related High School Level Courses 



03,69 



Occupations in this group may require 
f roiri 30 days up to and including 2 years 
(SVP 2, 3, 4, 5, 6). 



The foliailving high school courses are 
helpful in preparing for the occupations 
in this group. 
■• Courses required/for the completion of. high school. 



( 



OCCUPATIONS IN MATERIALS CONTROL 



AsMiiiblar , 

Chart CbaA|8r 
tbecktr ' ■ 

Custodiani Athletic ^uipm^^ 

Bflcminics Utilitif Worker 
Eafimator, Printing 
Iflventoiy Clerk V 
JobTrater 

Wt^heri Clerk \ ^ 
Clerk 
y-Sample Carrier 
Uhore^^tbrei . 
Laundiy worker 3 v 
Linen-Roqm Attendant 
Linen-Room Supervisor 
Mailer > 
Marker 
Material Cl^rk 
Material Coordinator 
Material Expediter 
Meat Clerk 




781.687^10 
iZ22.367-blO 
•221.584-010 
369.687-014 
22i.387-i3l4 
969.367-010 
849.137-010 
726.361-010 
221j367-014 
222.3'87-026 
221.387-034 
222.587-022 
222.587-026 
922.687^054 
922.687-058 
369:387-010 
222.387-030 
222,137r01 
222.587.0a 
209.587-034 
222.387-034 
221.167-014 
221.367-042 
222.684-010 



Meter Reader : 

Order betalter ' 

■■Order'niter"';:,.; 

. Parts-Order-and'Stpck Clerk . 

Pharmacy Helper v - i v v 

Production C^erdihator . " ' ; 

Receiving Checker 

Sales Correspondent 

Sample Checker j ■* 

Shipping and Receiving Clerk ' ; 

Shipplng-and-Reoei)rtng'Sujjmisor'' 

Shipping Checker . : ; ■ ■ 
''Sbrter>PrIcer '■ ■ - 

StockClerk V '/- .'/'A^] 

Stock Clerk, Self-Service Stoi:e . < 

Stock Supervfsw. « 

Supervisor,. Laundiy . 
v-Tatljer ; 
'.ticlteier/-'v'- ■ 

Tool-Crib Attendant 
^ Todt-Crib Superyiiwr 
' ilVarehoitse Supervisor 

Yard SiiPitfvjsor 



209.567-010 
m.387-046: 
222;4874)14: 
m367.058 ■ 
; 074.387-Old 

? 222:687-018 ; 
22L367r062 

22gLe83!-6lo; 

:222.3874)50 i 

222;i37-tI3d 

222.6S7-B30'^ 

222i387r05«v: 

22i2387-058 

299.3674)14 

222.137-034 

361:137-010 

.221.587-030 

229;387-0ia 

222.367-062 

222.137 046 

929.137-022 

229;137-014 
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skllUd hANcI ANd MACklNE WORk 



Skilled hand and machine work, as used 
^ here,^ is custgni work requiring some ^ 
knowledge of processes and techniques. • 
Food p;reparation' is also indluded in this 
group. • 

:rhe construction and mining industri^'' 
employ workers in this^ groups settings* 
other than factories. Firms which repair, 
iristail, and maintain products also employ 

these workers. Hotels and restaurants hire 

. - ■ . ■ ■. ■ ■ . > - 

workers who prepare foods. i 



WORK PERFORMED 

What woulS^you do as a worked- in this ^; 
group? 



You would use common tools and meth- 
ods to rriake, repair, install, or service 
something. You , would perform one or 
more of the following tasks. 

• Cook food-in-a-hotel or restaurant. 

• Listall washing machines or other 
household appli^ces. 

• Install and finish dry wajls in a n6w 
-. -^ome.,.. ^ ■ ' - , ■■ ' 

Repair or replace damaged metal 

• furniture parts. 

\, • Operate a sound control console dur- 
ing the filming of a motion picture. 

• Install mufflers on cars. 

• Repair umbrellas, Ibicycles, and other 
'household items. 




As a cook, you would . . 
prepare meals designed to 
feed a large number 
of people. ' 



0 
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Do you like to make things work? 



Greece Bicycle Shop 



What skills, abilities, and interests would help you succeed in this 

kind of Work? «. 

To do this type of work, you should have the ability to leam, ^ 
the ^kill to perform, and the interest in doing most of ^he follow- 
ing items.%ot all items are tonportantto every job. 

• Identify mechanical and electrical problems- and inake ad- 

• justments. y , ■ . 

• Picture objects from blueprints. . • 

■ • Move eyes, hands, and fingers to use hand tools oir operate 

machines. . ' , 

• Read and folloV recipes and other cooking instructiphs. 

• Use math to measure ingredients or estimate, quantities. 

• \,ift heavy pots and kettles and withstand h^t and humidity. 



^ ^ WORKER 
REQUIREMENTS 



v'^ Gart you ideiitify and solve mechan- 



0 
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skllUd hANd ANd MAchlNE WORk 



Do you have or 'can you develop these sKillf. abilities, and interests? 
Your answers to the fbllowing questipns« w;il help you decide.;, 

• Ha^^ you repaired a lamp" or extension cord^^S^bVpu like 
working with electrical equipment? 

• Have you taken courses in machine shop or .woodv^orking? 
Do you like this kind^of work? . ' - • 

• Have you helped build or repair a house or barn? Do -you 
■ like this kirid of work? 

• iclAve you customized or repaired a ear or other vehicle? Do' 
you like mechanicial work? ^ 'v , 

• <^Riave you built or gut together a coniplicated model which 
, required assembling parts in a certain manner? Do you like 

doing tasks that retire accuracy? «» 

• Have you prepared a meal group? Dp you like to cook? 



PREPARATION 



How can you prtepare for and enter this kind of work? 

- The amount of education and training required for jobs in this 
group varies. Some jobs require^lSQly on-the-job training. Other 
jobs require training offered at'vocational and technical schpols 
in programs lasting up to two ^ears. Courses in electricity, elec- 
tronics, ^chemistry, math, or blueprint reading are helpful for 
some jobs. High schools and vocational 6r correspondence schools 
offer these courses. A few.companies proyide^^ensive traiiung' 
for spegpc types of rep^ work. ^ , ' 

,]VIan^ooks begin- as <^;chen helpers to get the needed experi- 
ence aricL trainipg. High school or post high scheol training in 
food preparation is helpful. Training programs arfe, offered by 
the armed forces, some, private schools, and some large -hotels 
ajnd restaurants.' A few apprenticeships are available. 



OTHER 

CONSIDERATIONS 



Er|c72 



^ What else should you know about these jobs? \, . 

Working conditions for cooks depend on the size of. the i^tau- 
rant and the kinds of food served. Heavy lifting is required for 
some jobs. ' J ' 



skilUd hANd ANd MAchlNE WORk 



WTC 



09:10 



- • QUALIFICATIONS PROFILE ■ ' 

The following information is a summary of the traits and 
qualifications related to the workers in thi§ group. As you r^a^ 
it, try to* relate your own interests, abilities, . aptitudes, and 
preferences 4i these worker traits. ; , ' ^ / 



- WORK ACTIVITIES ; ' 

Workers generally prefer the following. 
typ6s of work activities. 
1. Activities. dealing with things gnd objects. ■ 
3. Activities of a routine, definite/organized nature. 



PHYSIQAL DEMANDS 

Workers rhust be able to perform thp 

following types of physical activities. 

L Light work. 

M l^edium work. ♦ 



9. Activities involving processes, methods, lor niachirijs. 
10! Activities involving working on or producing things. 



H Heavy^work. 

3... StoopiTig, kneeling,, cr^ouching, ahd/or crawling. 
4. Reaching, handling, fingering,, and/or feeling. 
6.; Seeing - 



WORK SITUATIONS 



■ Workers are willing to adjust to the 
following types, of work situal^ions. 

8. Making decisions using standards that can be mea- 

surfed or checked. , ' ^ 

10. Working within precise limits or standards,of acpu- : 



racy. 



WORKER FUNCTIONS 

These may* be the most difficult func;- 
tions workers perform when deajting w^th 
data, people, and things. 

Low Avg. High 
DAtA ■ • □ ■ □/-Compiling 
PEOPLE *^ ■. E □ - Speaking/S|gnaJin§ 
THINGS ■ :. ,. □OB'- Precision Working 



WORKING CONDITIONS ^ 

" ^ ■ ■ .... 

Workers need to adjust to the follpw- 
ing physical surroundings ^ and working 
conditions^ - ^ \ 
I Inside. 



APTITUDES 



r 



These levels of aptitudes' (ability , to 
learn) are related to the average success- 
ful, performance of woirkers in this group, 
tevels are rated on a 5 to 1 scale. 



Aptitudes 



•N"- Numerical 

Spatial 
P- Form Perception" 
K - Motor Coordination:* 
F -Finger Dexterity : 
M -■ Manual Dexterity 



./ Levels 
Low q to High 

5 .4 3 "2 1 ^ 

4-3 
3 

3 . 

> 3 ■■; 
4-3 
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GENERAL EDUCATIONAL 
DEVELOPlVUENt CGED) 



skllUdhANd ANd MAChlNE WORk 



Entry and Advancement Information 



GEE) is tlie general level of learning and 
reasoning acquired tlirough schools, ex- 
'perience, or self -directed study. There are 
six C5ED difficulty levels, ranging from the 
most complete (.6) to the simplest (1) . "JTie 
follo>ying statement explains why'^theise 
workers need thfe GED level 3. 

VVorkers use; personal judgmenHvrth-^iHs-and-fcfiowl- 
ed|[e to adjust and repair mechanical items or ^^repare 
and cook food. They carry ..out instructions presented in 
writterr, oral, or' diagram Iform: They deal with practical 
problems involving concrete variables such as hand tools, 




. E- To enter some occiipations workers only need the 
^ required competencies and credentials. 
A "To advance to some occupations workers not. only 
need the required competencies" and creden^^^ 
but also related" work experience. ^ \ 

Related Formal Training Programs 

; Workers usu^ly gain tKfe competenci^ 
rand crG|aentials they need to enter bcqipa- 
tions in this' gr6up in the Ipliowiftg ways. 

^^^JechnkaUchool. training^^^^^ . : ' .• * 

Vri; Vocational courses jn the trade and industrial 

fields. ' ^ y . 
NFT - Some occupations in this group have no related 
.formal education or training programs. 



electrical appliancesj and kitchen utensilsr 



PREPARATION AND TRAINING 



' Tfaini^|[ Tirne ^ \ * 

. OGCupations in this |jpup may require 
o ;from over 3 months up to and including, 
\: 4 years (SVP 4/5^/^ 



Workers usually gain the competencies 
and credentials they need; to enter or ad- 

♦ ' ' ,1,*.- A, 

yance to occupations in this group through: 
formal education and training programs 
or through work experience. 



Related High School Level .Courses 

The^ following high school Courses are 
helpful in preparing for the occupations 
in this. 



eourses xequired for^tKe'compfetion of tii^ School. 



dCCUPATIONS IN SKILLED HAND AND MACHINE WORK 



. iUir- 

' - Attendant, Lo^tfiigfaiU 



:724.381.6l0^^ ■Audio Operator.- :■>. ■'J.'&'-m^^^'ff^^^ 
827.464-0i(li: . V Automoblle-SeryliMiSttth^^ 

Jake^ Wiza-, ■■■••r-v^-^ 

Bicycle Repairer ; :. ::: :..^-::-:;639.68i-dlCl;:- 



621.684010 
912.364-Olb 
723.584-010 
323.467-OiO.. 



Blaster * 859.261-010 
tUastflr ; 931.261-010 

Gilueprtntlng-rMadilne Operator ... 979.682-014 

BoatOutmt•r^. 806.484-014 

Brake Repairer 620.281-026 

Butcher, Chicken and Fish 316.684-010 

Butcher, Meat 316.681 010 

Carpel Layer 864.381-010 

Carpet-Uyer Helper 864.687 010 

Castfng-Machin« Operator 654.382-010 

Cdn-Machlne-Servlcer Repairer 639.281-014; 

Color-Printer Operator . . 976.382-014 

Construction Worker ! . 869.664-014 

Conveyor-Maintenance Mechanic 630.381-010 

Cook - 305.281-Oia 

Cook 315.361-010 

Cook • 315.381-010 

Cook, Chief - 315.131-010 

Cook, Head, School Cafeteria 313.131-018 

Cook, Mess 315.371-010 

Cook. Pastry • 313.381-026 

, Cook. Railroad ' 315:381-018 

Cook. Short Order 1 " 313.361 022 

Cook. Short Order 2 . 313.671-010 

Cook. Specially 313.361 026 

Cook. Specialty, Foreign Food - 313.361>030 

Custom SU Maker. 732.281-010 

Devdopor ' 976.681-010 

Drapery Hanger 869,4^4-014 

Diy-WallAppIicator 842.681-010 

Bedrical-Appliance Repairer 723.381-010 

Electrical Repairer 825.3§10I0 

Engrawr, Pantograph 1 704.382-010 

Exterminator 389.684 010 

Exterminator.Termite 383.364-010 

Farm-Equipment Mechanic 2 624.381014 

FenceErector ^ 869.684-022 

Fence-Erector Supervisor 869.134-010 

RnishPalcher . 763.684-034 

Hre-Extinguisher Repairer 709.384-010 

, Floor Layer 864.481-010 

Formula-Room Worker ' 520.487-014 

Frame Wirer 822.684-010 

Front-End Mechanic 620.281-038 

Gas-Appliance Servicer ' 637.26m8 

Gas-Meter Mechanic 1 710.381-022 

Glass Installer . 865.684-010 

Giaiier 865.381-010 

Household-Appliance Installer 827.661-010 

House Repairer . 869.381 010 

Wtchen Supervisor 310.137-014 

Lather 842.361-010 
Uundry-Machine Mechanic . 629.261-010 

Ught Technician 962.362-014 

Maintenance Rep^er, Building 899«381-010 

Maintenance Repdfcr. Factory or Mill 899.281-014 

Maintenance-Repairer Helper, Factoty or Mill 899.684-022 

. MakfrUp Arranger 973.381 026 
Meat Cutter " ' 316.684-018 







Mechanic, Aircraft Acce$$ori^ 


CO! O01 nil 


Motion-Picture Projectionist 




Muffler Installer 


fin? AAA hin 


Nat Repairer 




New-Car Get-Reacfy Mechanic 


ttflR QR1 T\Ot^ 


Qffset-Ouplicating-MachineOi^erator 


907 fift9 nm • 


Offset'Duplicating-Machine Operator 


Rill fifti> OAl 


Optfcian, Dispensing 2 


* 900 nin 


Ordnancie Artificer 


cop OR 1 niR 


Painter 


Rin nin 


Painter, Shipyard 


OnU.OOl-UJlO 


Painter, iSpray 1 




Painter, Transportation Equipment 




Pantry Goods Maker 


*Q17 RftA XWA 


Parldng-M^ter Servicer 


71 n ^RA noR 


Photograph Hnisher 


Q7R Afi7*nin 


Pinsetter Mechanic, Automatic 




PIpeliner 




PotUner 


mo RRd niA 


Printer Operator, Black-and-Whfte 


Q7R RR^.fllA 


Radio Repairer 


79n nift 


Recording Engineer . 


iQA QR9 mil 


Repairer, Assembfed Wood Products 


' 7RQ RftA h^lfl 


Repairer, Manufactured Buildings 




Repeat Chief 


07n^Ri.r)iA 


Reproduction technician 


Q7R^R1 nirt 


Riveter v 


flnn RAA.hi ft 

OUU.D<Hf*UiU 


Riveter, Pneumatic 


Rnn RRA nil 


Roofer 


RRR run 


Roustabout 


QRO RflA nAR 


Salad Maker ; % , 


' . ^i7^ftA nih 


Second €ook and Baker! 




Section-Piotler Operator 


iqA<R?inin 


Service Manager 




Service Supervisor 1 


^ q*i^ X^7.niR 


Sewing-Machine Repairer < 


00«7.COJl*VXO 


Shooter * 




Sider 




Sign Erector 2 . 




Sports-Equipment Repairer 


7^9 RRA.199 


Stopping Builder . 


RRQ RRA-nSR 


Supervisor, Blueprinting-and*Photocopy 


Q7Q i^n.nin 


Supervisor, Extermination 


ago 134.010 


Supervisor, Metal Fabricating 


^ snQ iin.ni A 


Swimming-Poot Servicer 


RQl fiRd.OlR 


Taper 


RA7RRA.nin 


Telecine Operator 


lQA^R9.nTR 


Television Installer : 


^QottoRKnin 


Television-and-Radio Repairer 


79n'9RUllfn 


Thermal Cutter, Hand 1 


PiA AfiA^nln 


Tile Conduit Layer 


Rfil.lRl.nfi? 


Transmission Mechanic ' ^ 


fi9rt9Rl.nfi9 


Trouble Shooter 1 




Typesetter-Machine Tender 


RCA RRi; nin 


USCU-vdl nulIUVdlyl- 




Valve Repairer .. " . . 


Rqn ^l.nirt 


Water -Softener Service-dnd^Instialler 


8S2.684-034 


Welder, Tack ' 

i u ■ .... i 


810.684-010, 
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Equipmei^tN^eration is the lise of ma- fi^^^ equipment. You Would perform one 



chinery for excavating/ drilling,' paving,^ oif mpfe of the following tasks 



mining, hoisting, or dredging. . 



, Operate a bulldozer to excavate or 



Jobs in this group are found in mining ' ^rad^ a construction .s)ite. 
and construction sites, factories, .ware- J, Operate a horizontal earth boring 
houses, and docks. ' i^'M' ] riiatchine to instaU pipelines. 

/ " ; ■ _ ■•|^(^<era1:e dh^^o^^^^ 

WORK PERFORMED ■ : BriVe an^^^^ 

] ■ .'i^; ^ ^i.cojnstrucjaoh. . ■ 

What Would you do as a worker in ihis. ; • Op^^^ a crane to move materials, 
group?; ■ 

You would move levers, ped^'s, and, 
wheels to operate and control a piece of f 



i^CTend iequipment to load freijght on 
'>tships or barges. . 
•^fOperate mining equipment. 



EQUIPMENT OPERATION 
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\ , Bureau of Reciamatbn, Department of the Interior 

These w^kers operate cranes and other heavy equipnrient to install a pipeline. • ' 



What skills/ abilit^ies, and interests would WORKER 
kind of work? ^ REQUIREMENTS 

To do this type of work, you should have the ability to learn, \ v 

the skill to p0rform, an(^ the intei^est ih doing most of the follow- \ ^ \\ 

ing items. Not all items: are im ^ 

• Follow instructions on blueprints, sketches, or work orders. 

• Tolerate the vibration and noise*of Iieavy equipment. 
« Repeat the same tasks day after day* 

• Move eyes, hands, and feet together to use levers, pedals, v 
and other controls. . * 

f„ • Stand or ride for long periods. 



WTC 



EQUIPMENT OPERATION 



CLUE^ 



. Do you have or can you develop these skills; abilities, and interests? 

Your ansSyers to the fqllowing questions will help you decide. 

• Have you held a summer or part-tinie job in road construc- 
tion? Do ydU like this work? / • ' 

• Have you €triven a van, truck, tractor, or other large motor 
vehicle? Do ^ou like to drive? ' / 

• Have you watched heavy equipment in operation/at a cpn- 
struction site? Do you think you would like to' operate such 
equipment? * ^ ^ . 

• Have you visited a mine, quarry, or oil drilling site? Do you 
like this type of work setting? . ' 




Coursies in drivqr's education can help you develop the skills needed to operate 
the leveVs, pedals, and wheels of heavy equipment, * ^ , . 



er!ci78 
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. ^ How can you prepare for and enter this kind of work? 

Most operators learn their jobs through three-year. apprentice- 
ship programs. These programs teach them to operate and main- 
'tain a variety of 'machines. Some private schools Offer short 
courses in heavy equipment operation. Other workers learn to 
ojierate equipment through on-the-job training. 

Courses in driver's education and auto mechanics are helpful 
to people considering jobs in this group. 

Some experienced operatjors advance to become supervisors. 
Others^ purchase their own equipment and do^ contract vvork. 



PREPARATION 



\ . 



What else should you know about these jobs? 

Work in the construction industry is seasonal in some regions 
of the country. Those who drive machines on public streets and 
roads must have state motoD vehicle licenses. Some equipment 
operators are employed^for years by a single contr^actorl Others 
^ must seek new employment after each prpject is Completed* 
Workers who can operate a variety of equipment usually can 
find jobs more easily. ^ : 



OTHER 
CONSIDERATIONS 




\ 



QUALIFICATIONS PROFILE 



The following information is a summary of , the fe-aits and 
qualificatiohs related to\the workers' in this group. As you read 
it, try to telate your own interests, abilities, aptitudes, and 
preferences to these worker traits. ^ 



WORK ACTIVITIES 

, Workers generally prefer the following 
types of work activities. 

1. Activitife dealing with things and objectsX 
,3, Activities of a routine, definite, organized nature. 
9.;, Activities invofving processes, methods, or machines. 

ERIC • . : 



WORK SITUATrONS 

Workers arp willing to adjust to the 
-following types of work situations. . 

. 8. Making decisions using standards tiiat can be mea- . 
sured or checlted. 

10. Working within precise lirpits or standards of accu- 
racy. <• ^ , ' 
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WORKEI^ FUNCTIONS . 

; These may be the" most difficult fiinc- 
tigns workers perform when* dealing with 
data, people, arid things,' 



DATA 

PEOPLE 

THINGS 



Low Ayg. High .. ; 
■ □ □ -Comparing t 
<M □ c- Speaking/Signaling,. 
□ ■ □ / -Operating/ 
; >j 'Controfling" 



■' T 



PHYSICAL 



EQUIPMENT OPERATION 



APTITUDES 

^These levels ' of aptitudes (ability to 
learn) are related to tKe aver^ige successr 
ful performance of workers in this group. 
Lievels are rated on a 5 to 1 scale: „ 



Aptitudes 



Low to . Higli 
, *5 4 3 2 1 



G deheral ' ° 3 

S-*Spatial , "■ ' 3 ^ 
K - Motor Cbofdination' : ' . . 3 

M - Manual Dexterity 3 

E - Eye-Hand-Foot Coordination ,. y ^-3- 



Workers -must be able to perform the 
folfowing types of physical activities. 



L Light work. 

M Medium work. 

H HeaVy work. 

4. Reaching, handling, fingering, and/or feeling. 

5; Talking ana/ or hearing. 

6. Seeing. , 



WORKFNG CONDITIONS 

■ /. * , ■ 
: Workers need to adjust; to the 'follow- 
ing physical surroundings and , working 
. conditions. ' . ; 



v 



0 Outside, 

Both: inside and outside. 
5. Noise and vibrations. - 
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GENERAL EDUCATIONAI- 
I DEVELOPMENT (GED) 

GED is the general level 'of learning and , 
reasoning acquii-ed through school^ \ex- 
periience, or self -directed study. There are 
six GED difficulty levels, ranging f toin the 
most complex (6) to the simplest (1).*" The ^ 
following statement explains why thtee 

- workers need the 6ED>level 2 3. ■ 

. ^ ■ -J , ...... , ( 

Workers, us^e personal iudgmeiit and mechanical skills* 
to operate-.equipment and' tend-machines. They carry out 
written- or oral instructions. They deal with practical prob- , 
lem^ involving concrete, variables such as machine tevers, 
gears,' and gagei:- • ■ ' '\: _ \ 



EQUIPMENT OPERATION 
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t>REPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 





TIONS IN 
OPERATION 



p«fator 



formal 



or through work experience. 



education and training programs 



Entry and Advancement Information 

E - To/ enter most occupatioQ^ workers isi\\y rieed ttje'. 

. required competencies and credentials. w 

' ° ' ■ \' ■ . ' ^ M 

Retard ^Formal Trajnihig Programs . , , - i 



Workers usually gain .the competencies • 
* and/credentials they need to ienter occupa- 
tions in this group in the follo\ying. ways. ' 

NfT"- Most occupations ■ in' this group have no^ related 
'/ , forrrtal education or .training /programs. 



<?■ Training Tjnie 



-¥ Occupations in this group^vmay^, require; 
' ifroni,:Aver 1 month up to and including, 4 
i^ars;(SVP'3, 4, 5, 6, 7). - C ' 



Related High School Level Courses' 



The following high school ''courses are 
helpful in prejiaring for the occupations,- 
in ^^this group. ..' ; ; / : . 

^• Courses'required for corripletion of 'high' school.' 



Awlllaiy-Equipmaitt Tender ; 
Bridg(Hrr€l.aiWy*Cr«ne Operttor ^ ' 
rBiilMoiw'Operilor r7': ' : " 
Coha Loader ■ ' ■/ 

■ ' ;(>mcnl)iHP«irin«-M 

CoiitinuMis-Mlntng-Mac^^ Operator 
';;Coinn^qm.'Oper^ 
;.':\Ciittar-Operator';' 
Dwrfek Spefator ' 
Wnkeif. Operator ^ 
Drail^i^^^^ 
: prilllng4|ladhiiiiii Opontor 
: ^:Doini>'0|ieritM^ h;-- ■ . 
. Earth-BoHng^Mldiiiw Operator 
Hbistliit Eiii^aer ; v 
Uadln£4tachrni^ 
^ UKomothrorf^iMO^^ 
. , : Long-Wall-Mlnlng-MadliM Tender/ 

■-MtnerlV'.: ■ A -'.^ 
Mbtor-jGraderbperiitar 
• Operating Eiigtij|k)r 
^^^orator biwrP^. Oil Well 
Piie^Diiw Operator : . ' 
power-SltO^^^^ ; V 

■ Pro^v«wQng 'OriUer ■■" v 

f- RoadrRoller Operator 
"■ Iter- 

derrlcii Operator 
itotaiy Driller 
Sahftaiy Landflll Operator 
Scraper Operator 
Sei^Tank Imtalier . 
SlHittia-ICar Operi^r ; 
^StovedorOV 
Street<$mepor Operator 
.,^jf^penrti^ 
^Sap«rvis6r, Reclamation 
\ SilveHntehdeni Steve^ 
.Tnd[-Lj]rfngSuj^ 
Tra^^we Opisrator . . . 
/•'-'.'Tqi^ctor .Operator. '\ ■ ; 
Tnicfc-Crano Opejator 
Utllily-fractoir^piratdr^^^ > 

■ Well MIer': .. . V 
Ywdliig Engineer;: ' 



853.663-010 V 
869.6654nOV: 

8SO.^ blO t 
^21.563 010^^ 
853;663-01« i 
930.683^010 
921.683^26 < 
930.683-014 
921,663 022,; 
919.663-014 
850.6834)18 I . 
930.482-010 
921:6854)38? : 

859.682- 010 
921.663-030 

932.683- 014 : 
92l;663^ 
930.6654)10 ; 

850.381- 010 ; 
939.281-010 
850.663-022 
859.6834)10 • 
931.3824)10■ 
859.6824)18^^ 
850:683-030 i 

930.382- pi8 v> 
921.26(^10 
859.683 030 

' 930.683-026 . 
930.382-022 
930.3824)26 
955:4634)10 > 

850.683-038 V 
851;663-0l0 : 
932.682-022 
911:663-014 
919.6834)22 i 
862.131-022 ' 

850.133- 010 i 
9111374)22 

869.134- 022 : 
921.663-058: 
9a9J683 0l4 , 
921.663-062 v 

.850.683-046 
859.362-010 ': 

: 93Q.382-030 ! 
921.6634)66 ' 
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cUmENTaL WORk: MEchANlCAl 




Elemental work: mechanical is lifting 
carrying materials, tools, and equip- 
ceeping equipment and work 
areas clean. Some workers operate simple 
machines. Workers in this group usually 
follow instructions and make few job deci- 
sions. Jobs, in this group are found in min- 
ing, cpnstruction, and settings other than 
factories. 



WORK ^PERFORMED 

What would you do as a worker in this 
group? 



1?; 



You would work according to set pro- 
cedures and instructions. You would per- 
form one or more of the following tasks. 

• Use a hand truck to move boxes. 

• Operate a freight elevator. ^ 

• Grease, cars, buses, and trucks. 

• Remove excess dirt from a ditch with 
a shovel. ^ 

• Use brooms, vacuum cleaners, or 
shovels to clean work areas. 

• Carry brick and mortar to masonis 
: at a construction site. ^ 

• Wash, peel, and cut vegetables in a 
restaurant. 

• Operate an addressing machine^ in a 
company niailroom. 



Westmoreland Coal Co. 





Workers in this group rnay be required 1^ 
underground or outdoors. / \ 



afety clothing whether they work 



eUm£ntaI woRk: mecNanicaI 



0112 



Do you have the physical strength to 
operate a jackhjammer? ' / 



I: 




Associated General Contractors- 



What skills, abilities, and interests would help you succeed in this 
kind of work? 

To do this type of worki you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to . every job. 

Lift arid carry heavy objects. 'X, ; 

Use eyes, hands, and fingers to handle, arrange, or adjust 

materials and equipment. • 

• Keep, records such as checRlists. ^ 

• Follow spoken or written instructions. ^ . ^ 

Do you have or can you develop these skills, abilities, and interests? 

Your answers to the following questions will help you decide. 

• Have you bagged groceries? t>o you like jobs requiring little 
decision-making? 

• Have you been responsible for cleaning a'house or garage? 
Do you like cleaning work? ^ ^ 

• Have you helped someone move their household goods? Can 
you lift and carry heavy objects? 

• Have you shoveled snow Or mowed lawns? Do you like work 
that keeps you physically active? 



WORKER 
REQUIREMENTS 



CLUES 



. / ■ 



ERIC 
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eIeMENTaL WORk: MEch/VNICAl 




v physlcally active la 



PREPARATION 



How can you prepare for^ and enter ^his kind of work? 

This type of work requires only a brief explanation of job 
duties. When employers hire workers in this group, they mostly 
consider the applicants' physical ability. Experienced workers . 
are sometimes promoted to supervise less experienced workers. 



OTHER 

CONSIDERATIONS 



What else should you know about these jobs? : 

Some workers in this group are required to wear safety cloth- 
ing/Employers usually provide training in safiety procedures. 
Work locations are usually inspected to insure that working con- 
ditions meet government safety standards. • 

Workers may secure training to qualify for promotions to 
machine tending or operatingi "porkers with a high school edu- 
cation or its equal may qualify 'for apprenticeship .prograrris. 
These programs lead to more skilled jobs. 

Weather conditions can cause periods of unemployment for 
workeris in industries such as construction. 



QUALIFICATIONS 
PROFILE 



/ o 



The following information is . a summary of the traits, and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and , 
preferences to these worker .traits. 
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cUmENTaI WORk: MEchANICAl 



WORK ACTIVITIES 

Workerergenerally prefer the following 
types of work activities. 
1. Actiyitii^s dealing with things and objects. 
3. Activities of a routine, definite, organized nature. 
.9ff Activities involving processes, methods, jor machines. " 



WTC 



WORKING CONDITIONS 



0^2 



' Workers need to adjust to „the foUbw- 

ing physical surroundings and working: 

conditions. 

I Inside. / • • 

0 Outside. , . . 

B Both: inside and outside. . .. ' • ' 



WORK SITUATIGNS 



• Workers are willing-^to adjust to the 
. following types of w.brk situations. 
8. Making decisions using staiidarda that can be meai 
. sured or checked. ' : 
■ 10. Working within precise, limits or standards of accu^ 

■ racyv'-- ■ . . : '.;r. 



WORKER: FUNCTIONS 

, TEJiese may be the. most diffi 

tions workers pei-form when dealing with 

data, people, and things, 

., . '"Low Avg. High • , 

DATA : ; ■ □ . □ . - Comparing ■ .. 
PEOPLE ■ □ - Taking Instructions/ . 

■ ■' ■ .' • ' Helping -.' 

THINGS^ ■ --Manipulaiirig; 



PHYSICAL; DjEiyiANDS 

Workers must be^ able to perform the 
following types of physical activities. 

;■ 1 iigtitwork. . . :. ; , ./ , ' ., 
■ H Heavy work. 1" • ; ' : : - " 
M* Medium work,. ^ '. : .-^ 
l: . Stooping,' kneeling,' crouching, and/or; crawling. 
4, Iteaching, handling,, fingering, and/or feeling. 
t Seeing. • . V 



APTITUDES 

Thfese lejvels' of aptitudes (ability to 
learn) cCre related to the average success- 
ful performance; of workers in this group. 
Levels are rated on a 5 to' 1 scale. 



Aptitudes 



S - Spatial _ 
K- Motor Coordination 
P - Form Perception . . 
M - Manual Dexterity ; 



Low 
5 



Levels 

to 

4 3 2 



High 
1 



4-3 
4-3. 
4-3 
3 



GENERAL EDUCATIONAL 
DEVELOPMENT (GEO) 

. ' ■ .. 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self -directed study. There are 
six GED difficulty levels, ranging from the 
inost complex (6) to the simplest (1) . The 
following statement explains why these 
wbrkers heed the GED level 2-1. " 

Workers apply conimon sense, to do manual work around 
machines and equipment. They follow simple written or, 
oral instructionsi; They deal with concrete variables. such 
as hand trucks, ■wheelbarrows, and grease guns. 



20 
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PREPARATION AND TRAINING 

Workers usually gain the compietencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
fornial education and training programs 
or through .work experience* ^ 

i^ntry and Advancement Information 

■ * . . • " . • ' ' _K 

E - To enter most occupations workers only neeH the 
required competencies arid credentials ' 



Related Forma'l Training Programs 



Workers usually gain the .competencies 
and credentials they need to enj:er occupa- 
tions in^is^group in the following Ways. 
V - Vocational school courses in home economics, 

office, trade and industrial fields. . , 
NFT - Most occupations in this group have no related 
fof(]ial education or training prograniis, - ^ 



Training Time ^ ► 

Occupations in this group may require 
from 30 days up to and including 3 months 
(SVP2, 3) . 



Related High School Level Courses 

The following high school coQrses are 
helpful in preparing for the occupations 
in this group. ' 
. • Courses required for completion of high school. 



cUmentaI woRk: mecIianicaI 



PCCUPATIONS IN 
ELEMENTAL WORK: MECHANICAL 

Mdretsliig^achIned(»8r«or ^^^r ; ^^^^^^^^^ i 

;Bii£g)|i«Kanilltr 

■::'ipl»r:|h!!i««i.':';;. 

BkickinitiiHaliw ^ 

'/'BltkiB'l^inm 



■yWrirtiliiiir: 

■ Ci*p(ittrtiwi^^ 



Cfuiwr, Wail' 
CI«an«r,W|iilow ■::!^.■^ ; 0 
:.Cdlatpr;(^pwat«^ 

ConstraiSIon Wb^ 

yDayWorterK:'':'---^^-^' ■-■^^^^ 
DellCutter-SHcer 
DodtHand 
DbckSnp^ivtsdr 
Prillef Helper 

Diiipiltatfaij^-Machf ns Operator 2 
■ Heelrlcfan Helper 
Elevator bpierator. Freight 
Elevator-Repairer Itelper 



Food Aaselnbler; kitchen 
FumaeeCleaner 
Garage Servhvr, Industrial 
Garbage Collector . 

; 'Header V 

Heater Helper. 1 

Highway-Maintenance Worker 
. Houseeieaner ! 
. Hbiuekeeper / . 

Hoiue.heeper, Home 
. House Worker; General 



389.687-014:;^ 
208,685^10 i 

939.687-0l4v 
869,687«< 

317.6^-010^^^ 
313.687-010 ' 
301,687-014 
316.684-014 ' 
^89Ii684^bia^ 
89I;131^lbi 
930.iB664llO ^ 
921:667-018- 
207.682-014 
829;684-022 •■ 
921;683 038 : 

825.684- 014'; 
372.667-b22 ' 
319.484-010 . 
891.687-014 i 
9i5;687:014? 
909.687-010 : 

429.685- 010;! 
^911,137-018.' 
ei3^685-0I4.:i 

b899:684-0]4i^ 
• 323.687-018 ^• 
i 321:137.010 
301.137rOie 
301.474 010 : 
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tmm 

Jtnttur . 

Key (Sirtter 

latcNIii Helper 

Kitchvii Steward/Stewardess 

Labor^ 

Labom, Ahpdrt Maintenance 
Laboref, Construction oi( Leak €ang 
Labor^rew Supervisor ' 
Labored General ' ' 
Labored, Hoisting 
Laborer, Petroleum Refinery 
Laborer^; Pipe-Lines . . 

* Laborer^ Shipyard 
LaundrycWorker, Domestic 
Lisht-Fi)(ture Servicer 

' LIne-SiervIce Attendant 

Log Loader Helper ' 
' Lubrlcetion,Servicer . 

Lumber Handler 

Machtnlai Helper,' Outsld^ ' 

Maintepance-Mechanic Helper 

MarineiOller 

Material Handler 

Material-Handling Supervisor 

Mll^^t Helper : 

Motorboat-Mechahic Helper 

• Oiler " 
Ordinary Seaman ; 
Palnte'r Helper, Automotive 
Painter Helper, Spray 
Pliotoco|t|flrig-Ma,«^ine Operator 
Photograjphlc-Machine Operator 
"Pipe-Fitter Helper. 

Pond Worker ^ 
Porter, Used-Car Lot 
Produce Weigher 
Quarry Worker 
■ Repairer Helper 
Rigging Slinger 
Rock-Dust Sprayer 



302.687-010 
382.664-010 
709.684-050 
318.68701O 
318.137010 
939.687018 
899.687014 

862.684- 014 
899.131-010 
909-687-014 
921.667 022 
549.687-018 
914.687-010 
809.687-022- 

302.685- 010. 
389.687-018 
912.687010 
921.687 022 
915.687-018 
922.687-070 
623.687-010 
638.684 018 
911.584010 
929.687-030 
921.133-018 
638.484-010 
.623.684-OtO 
699.687-018 
,911.687-030 

845.684- 014 
741.687-014 
207.6S5-014 

207.685- 018 
862.684-022 
921.686 022 
915.687-022 
299.587 010 
939.667014 
630.664-010 
921.364-010 
939.687-026 



Rotary-DrUicr Helper 930.684-026 

Rug-Dyer Helper 364.687-014 

Sample-Taker Operator 931.361-010 
Sandbiaster • 503.687-010. 

Sandwich Maker 317.684^18 

Scullion 318.687-014 
Sewer-Pipe! Cleaner . ' 899.664-014 
Sexton - .■389.667-010 

Shaker Tender . 934.685-018 
Shipfitter Helper " . 805.687-050 

Signal Maintainer Helper 822.684-018 

Sorting-Machine Operator ' 208.685-030 
Stevedore 2 > ' . • 922.687'090 

Steward/Stewardess 310.137-018 

Street Cleaner 955.687-018 

Supervisor, Labor Gang 850.137-014 

Supervisor, Labor Gang 899.133-010 

Supervisor, Sewer Maintenance 851rl37-014 

Surveyor Helper . 869.567-010 

Switch Tender 910.667-026 

Tank Cleaner 891.687-022 

Thermal Cutter, Hand ^ 816.684-010 

Tile Setter . 861.684 018 

Tire Builder ' 750.684-022 
Tire Recapper ' ■ . ' 750.685-014 
Tire Repairer : - ^ 915.684-010 

Tire-Service Supervisor 915.134-010 
Toy Assembler . 731.684-018 

Truck-Driver Helper 905.687-010 

Track Repairer 910.682-010 

Truck Supervisor 909.137-018 

Van-Driver Helper - 905.687-014 

Warehouse^Supeivisor 929.J37-018 

Warehouse Traffic Supervisor 922.137 026 

Wastewater-Treatment-Plant Attendant 955.585-010 

Water-Filter Cleaner 954.587-010 

Water Tender 599.685-122 

Welder Helper . 819.687-014 

'Yard Coupler .. 910.664-010 

Yard Supervisor, Building Materials or Lumber 929137-030 
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This is an interest in repetitive, concrete, organized 
activities in a factory setting. . 

You can satisfy this interest by working in numerous 
industries' which manufact^ffe goods on a mass production 
basis. You may enjoy manual worlt, using your hands or 
hand tools. Perhaps you may prefer to operate or tend 
machines. You may like to inspect, sort, count, or weigh 
products. You may prefer to use your traini^ and experi- 
ence to set up-machines or supervise other workers. 




06.01 
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UCTION 




^ ■Production technology involv es a com- 
plex knowledge of a product or process to 
. set up and operate production machines. 
♦ Workers in this group also iniipect prod- 
ucts thoroughly, do precise iand work, 
and supervise less skilled work ers. Jobs in 
this group are found in variou s industries 
involved in manufacturing and processing. 

WORK PERFORMED 

1 What would you do as a wo)^ker in this 
group? 



You would set up production machines, 
irispect finished products, Or do tasks re- 
quiring strict attention to set standards. 
You would perform one or more of the 
fo^owing tasks. 

• Set up looms to weave cloth. 

• Follow blueprints and diagrams to 
' inspect electronic assemblies. 

• Set up and operate a lathe. 

t' Supervise workers in a^manufactur- 
ihg or processing departinent. 

• Hand polish lenses foi* optical instru- 
- ments. 



Kennametal, Inc. 




Supervisor^ show how a new piece of 
equipment can Increase pfqductloh; 



208, 
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Goodyear Tire ahd Rubber Company 



.4% 



What skills, abilitiesi and ini^rests would help you succeed in 
this kind of work? 

To do this type of work, you should have the ability to learn, 
the skiU to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 

• S0t up and operate one or more kinds of production ma- 
.chin&s. ' 

Read^and understand blueprints and wiring diagrams. 
Use eyes, hands, and fin^s to do precise hiand work. 
Use math skills to plan schedules and keep production 

rec-oi*ds. ' . 
Detect small differences in shape, size, and texture. , 
Explain machine operations to workers. 
Direct and organize the work of others. 



WORKER 
REQUIREMENTS 



ERIC 
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CLUES 



pRoducTioN TEchrvoloqy 



PREPARATION 



W«stern E\tc0c 



Do ypM have or can you develop these skills^ abilities, and interests? 

Your' Miswers toi. the following questions will help you decide. / 
•vflavfe'yoliifjiaken an. industrial' arts course? Are you interested / 
in this type of work? ^ • / 

• Have you taken a machine shop course? ' Can you use 
micrometers, gagesTand other measuring devices? 

• Have you taken a course in mechanical drawing? Can you 
read blueprints? •• / . 
Have you repaired or modified a car* or motorcycle? Do you 
like working with hand tools and machines? / 



Ho}|v can you prepare for and enter this kind of work? / 

"tjne way to enter this field i^ through an apragnticeship pro- 
gram. Another method of entry is through supervised ohrthe-jol^ 
experience. Many Workers start as helpers or niachihe hands. 
These workers are prompted after they increase their knowledge 
and gkill through experience. 

Machine shop or other similar vocational courses provide good 
background for jobs in this group. / . . ' 




J'Would you like to learn how lo /eaci a printed* ctrucit? 



0 



Organl;iing the production work of a ctasiiroom pro* 
ject would help you test your interest in this group's 
occupations. 



pRoducTidN tEchNoloqy 
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V\l|fiat else should you know about these^ j^^ OTH£R 

^'Good safety habits are impo^nt to^wdrkers ifi^these jobs. CONSIDERATIONS \ 
Job promotions within a plant are oftfen based oh seniority as 
well as skill. 

■0 



9 



QUALIFICATIONS PROFILE 



The fqllbwing information^ is a summary of the traits ahd 
qualifications related to the workers in this group. As you read 
it, -4Ty to relate your ov^h interests, abilities, .^^ptitudes, arid 
.preferences to these worker traits* 



WORK ACTIVITJES 

^ Workers generally prefer the following 

types of work activities. . 
1: Activities dealing with things and objects. v- 
9. . Activities involving processes, methods, or machines. 

10. Activities involving working on or producing things. 




WORKER FUNCTIONS 



These Toiay be the most difficult func- 
tions workers perform when • (pealing with 
data, people, and things. 

. ' ' Low Avg. High . . , . 
DATA □ .. ■ □ -Compiling ' 

PEOP(.E '■ . □ . H'D - Supervising 
THiNdS.:': □ □ B .-^S^ttrngUp 



WORK SITUATIONS 

Workers are willing to adjust to th^ 
following types of work situations. 

3. Planning and directing an entire activity. 

4. Dealing;^ith people. . 

8. Making decisions using standards that can be mea- 
sured or checked. 
10. Working within precise limits or standards of accu- 
racy. 

o ■ ■ 
ERIC 



PHYSICAL DEMANDS 



Workers must be able to perfomi the 
following types of physiealvjactivities. 
L Light work. ' 
M Medium work. ' ■ . 

4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/or hearing. 

6. Seeing. * .. 
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' -WORKINd^NDITIONS 

y .Workers need to 'adjust to the .follow- 
ing physical svirroundings and working _ 
conditions. , , ( 
I inside. ' \ 

, % Noise and vibrations; • . 

APTITUDES 

■ : - ■. . : . . s ^ 

These ' levels of aptitudes ' (ability to 

- learn) are related to the average success- 

f ul performance of workers in this group; 

Levels are rated on a 5 to l ocale, 

Aptftudte ' ■ , l^cw's- 
■* ' ' Low to Higii 

; ^ : , ■ 5 4 "3 2 1 / 

G - General ^ ' 3 

N-Nunierical- ' 3 l. 

S- Spatial > V 3 

P - Forni Perception 3 

K - Motor Coordination 3 

F - Finger Dexterity 3 

M- Manuat Dexterity 3 

GENERAL EDUCATIONAL 
DEVELOPMENT (GED) ; ' 

GED is the general level of learning and 
reasoning a^cquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the'simplest (1). The 
following statement explains why these 
workers need the GED level^-4. 
• Workers apply teclinical knowledge^tb solve practical 
problems involving the preparation or adjustment of 
industrial machinery. They interpret a variety of instruc- 
tions in written, 'oral, or diagram fcym. They deal with 
concrete variables such as hand tools, measuring instru-, 
^ ments, and production machines. - - . - 

ERIC . • ' 
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PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credenhals they^ieed to enter or aid-,; 
vahce to occupations ijfi this group through 
formal education an^ trairiing" programs 
or through work ekperience* - • , ' 



Entry arid Advanqeihent InfoFmation > ; 

A Jo .advance to most /occupations workers not only ; 
neea tlie required - conipetencies aiid credentials, 
bur also celated work experience. ^ ; . . ' 

Related Formal'Training Prograijis 

■ , <■ . ■ . ■ ■ ' ■ .- . 

: Workers usually gain the competencies 

and credentials they need to enter occupa- 
tions in this group in the' following ways. \ 
"T- Technical schoof programs jn. machine trades. 
V- Vocational school coursesin the. trade and indus-' 

trial fields^ ' • . ; 

NFT - Some occupations in this group have no related 
formal education or training programs. 



Training Time 

A. . ■ . ■ . 
* - < .* ' 

Occlipations in. this group rn^iy require 
from over 1 year up to and including 10 
years (SVP 6,X 8). , 

Related lligh School Level Courses 

The following high school courses, are 
helpful in preparing f(tj: the occupations 
in this group. 
.. • Courses required for completion of hjgh school. 
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OCCUPATION^ IN PRODUCTION TECHNOLOGY 



MMhiltkr, MrivifV Structures and Surfaces 

Jlssiiiibler; fiold.l^e ; 
JaliiMr8upenlsorr-\ 
•BiiidiKand : v 

ItoriRg'^Maelilne Sat*Up 

Boriiif-lini Set4lp Operator 
"talfcralor :■ ; 

CiwmWofMr^^^ ^^^^^ f 

;;eiieeMBMttder- 
CbeiiitcalOperatorlf ^ 
CookpjtotHa 

torimakar y-' ■ . ; -.v" ' 
Piasa^EiigiiiaTMer 

^:Dli»ttar^-: ■ y ; - '■. 

brUhPreia Sat^Up - 

' IPa^niolfisim • 
BadrwIoTWwl^^^^^, ^ , ^ 
Engfne-tatlie ' 

<MndiN^ MacMn 
Gfinder Operator, 
^:6fiiiderQ|Hntor;^ 
ilrindtf Sat*^^^^ 

Inspector i^y"/:" 

iBSPfM^ 

^ lospe^ 

JrisiMH^^ 
vliq^ia^ 
Imveirtor^M 

v^)*,$etfe.y^^^^^ -^V. 
IbiittiiUtlNadi Fixer 



:; (iacMniF^ 
!^ • MjiiMne 

i^^Micfitee Setter' ';y' 
j^^Marttti 



' 710.6ai010 
722.381,"010 
806.381-026 
713.384-010 
526.131-010 
735.381.010 
606.280-010 
606.280 014 
710.681-014\ 

739.381- 010' 
680.380^010 
520.487-010 

559.382- 018 
526.381-026 
518.381-014 
625.261-010 

612.360- 010 

606.380- OU 

726.381- 010 
726.281014 
604.380-018 
772.681-010 
603.380-010 
603.280-010 

603.280- 018 
603^80-022 
609.131^10 
559i8F0l0 
61^*261-010 
709.261-010 

806.281- 022 

806.361- 022 
601.281-018 
710 381-038 
619.261-010 
721.361-010 
600.380^014 
689.^014 

' 683.260-018 
683:130-014 
689^60-010 
616.360018 
616.360-022 
- 692.260-010 



; Machine Set-Up Operator 
Machine ^t-llb OperatOTi Paper Goods 
Machine«Shop4uperv.lsor, Production 
Metal Sprayer, Machined Parts 
Milling-Machine Operator^ Numericiil Control 
Motder . 
Nan*Maidng-Machine Setter 
Optical-lhstrumeiit Assembler 
Pacidng-HQuse Supervisor 
PliDcesr Injector 
Renneiy Operator 
Roie-Tijbe Setter 
RolliftgrMill Operator 

Router Set-Up Operator, Numerical Control 
Rjjbber-Goods Cutte^Flnilher ^ 
.Sljin Fitter';. [.-^ 
-Solderer • 
Storage Battery Inspector and Teirte^ 
Supervisor 

Supervisor :v,^;':r\ V 

* Supervisor - .. ^ ; ^^^^ 

Supervisor, Cuttiiw*and-$eiring Pep^ 
Supenrisor^ Electronics Processing v 
Supenrisor, I^MItt-^v^^^^^^^^^^^^^^^^^^^^ 
Supenrtsor; Garment Manufk^ 
Supehrisor, Paint Department : 
: Supervisor, Paper Produidb; • 
Supervisor, Pipe nnlsliini;^^^^^;^v^^; '^^^^^ 
Supervbor; Preparation Diqpartment ; y 
Supervisor, Preparation Plant 
Supervisor* Pulp Plant V 1^^^ 
Supervisor, iReflnIng ^^V'VX0' 
Superyiso^ Roviftg Department / 
Superviso^Special^Fjiqd Prp^ v 
Supervisor, JSpinning^ -"/i^-- v.v- 
Supervisor, Wndingand:1nMtstlhgDef^^ 

■ Taster ::;c;;;:V"V'---^^^^ 

Tester, Motors and CoMrbIs : 

'.Toot-^rinder Operator ^''-y^^^^^ 
■'■ -Transformer Attemblef - ■ -i '^^:^^^^ 
Tube /bsembter,Beclron^^ :K 

TurreMathe Set^Up Operator ' w ; ■ 

Ttiirret-Lathe Se^Up Operator, Tbol ; ;^^ • r ^ 
^Watcli Repairer /'- 



■649380-010 

609.130- 010 ' 
505.380-010 ' 

-605.380-010 i 
5l8.361.010, 

■ ii6.460-dia' 

711.381.010 , 
920.137410 ; 
736.381.018 1 

;54Jj;260.dl0i^ 

. ;613:3$o4m 1 

B613;46ijDl8^r 
; 605.360.0lCi 0 

. 690.680-Oiav 
:^B0M8^054 • ^ 
? 70b.38t050 I 
727;38i.022- 
^556:130-010^ 
559.132^054 : 
691130-010 : 

780.131- 010:1 
: 5901310^10 

;529a327054; " 
3 78Ki32.010 i 
749:i3W)l*)^ 
649^30-010-5 
:6iai30rb38^?i 
68I.I3p.010V 
; 549iiai.0M 

-.539:132-014^^ 

«29J30W^ 
: ft9;130.02iB ,i 

^:^i5294^7^b62;^!. 
^ 682.i30-blbV i - 

J 68lil30.Jtt4 :' ■ 
S29.281.M0: 

;-^^72i^8iij)3b;;; 

n>6e9;Z80.Q38S; 

^^1:620381^014^ 

i^^:725:384'li!Ui:;; 

. 60M80^ 
: 604:28(W)2i^N 
■^^5.Z8iipld^i 

■. - ■ ■ ■ *- ■3.-:->' -'V^i'w 
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• Production work is hand and machine 
work requiring skills developed through 
training and experience. Workers in this 
group also perform, a. general inspection 
of products and supervise ^^ifMuction 
, Workers. Jobs in this group are found in 
manufacturing and processing plants. 

WORK PERF0R)\)IED * 

What would you dp as a worker in this 
group? 

You would use harid^and machine skills 
to complete^your work. You would per- 
form one or. more of the following tasks. 



' inland steel Company 




• Operate a machine to split animal 
hides into layers. 

• Operate a battery of looms to weave 
cloth. ' 4^ 

«k Set up and operate a machine to cyt 
'i^reads on nuts and bolts. 

• Sew reinforcing patches, ropes, and 
snaps on tents by hand. • ^ 

• Set up and operate machines to make 
paper cartons, napkins, or- eriyelopes. 

• Operate automatic machines wield 
metal parts together. , ■■ 

• Supervise the work of others. ' 



American Textiles Manufacturer's institute, inc. 

. ... ,..£J. 




ERJC his production supervisor reviews records to cheep •§ Jhe carpet weaver examines the yarn to identify the 
"■"■wyhether producflon ^chedulbs are being met. ^ J, ^Bvse of loom st9ppage> 



Sowtnq machine opcrcUors generally spec-^^lize 'in a 
sifKjlcvoperation stich as attachihg belts gr collars to 
•the main parts of the garment. * 



General Foods Corporation 

This aulonnatic .oven operator, following a set pro^ 
cedure. -is abcfut to p'^ess .a. control 'to depan the 

loaves. ' . " , ■/ .. 



What skills, abilities, and interests would help you succeed in v :^ 
this kind of work? 

To do this type of vvo>k>^ou should have tlio: ability to learn, \ 
the skill to perform, and Ihtyiliterest in doing most of the follow- * 
. ing items. Not all items arc important to cVery job, . ' 

• Understand and apply prpcedures- to set up and operate a 
production machine. 

• Use eyes, hands,. and fingers to adjust machine controls. 

• Detect differences in shape, size, and texture. 

• Follow instructions for meeting product set standards. ^ 

• Use math skills for measuring, computing, or record keeping, - 

Do you have or can you develop these skills, abilities, and interests? 

Your answers to the following ciuestions will help you decide, 

• Have you read mechanical or automoti\^design magazines? 
Are vou able to understand the technical articles in them? - 

• Have you taken courses in math or science? Do yoij«like 
these classes? 

• Have you built a model aiuplane, car, or bridge? Can you 
look at drawings or read . directions and picture the final 
structure? . , 

^. • Have you repaired a radio, television, or. amplifier? Have 
you built such items, using, a commercial kit? 

'A ■ 2 t : 



•■■^WORKER 
-REOUlREIViEMTS 
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CONSIDERATIONS 



How can you pr^are for and enter this kind of work? 

lilachine shop or other similar vocational courses proviitJe good 
background for jobs in this gro^. The common method of entiS' 
is thrbug^h dn-the--job training. Many workers start as helpera 
and work up to more respdhsible jobs as th^y gain experience^ 
and seniority^ ' 

What else should you know about these jobs? 

Tasks ' in the^e jobs change little from day to day because 
workers must f<pllow set procedures. Good safety habits are im- 
portant to^peopje in these jobs. • . 



- * \ " QUALIFICATIONS PROFILE . 

The following inforri?ation is, a summary of the traits and 
^ qualifications related tt) the workers in this group. As you read 
it, try to relate yoiir' oWn interests, abilities, aptitudes, £ind 
■ A.r ' preferences to th^sej^ worker traits. ^i: 

WORK ACTIVITIES ^ - : WORKER FUNCTIONS 



Workers ^generally prefer the following 
types of work activities, 
. 1/Activitieideali^^ 

. 3. Activities of a routine, definite, organized nature. 

9. Activities involving processes, methods, or machines. 

10. Activities involving working on or producing things. 

WORK SITUATIONS 

Workers are willing to adjust to the 
following types of work, situations. 
■2. Performing routine tasks, 

3. Planninj; and directing an entire activity. 

4. Dealing with people. . ■ 

8. Making decisions using standards that can be mea- 
sured or checked. 
10. Working within precise limits or standards of accu- 
racy. ' ; 



These may be the most difficult func- 
tions workers • perform when dealing with 
data, p|ople, and things. 
\ „ ( " .Low %g{ High V 
DAIS'. 

^PEOPLE ■ □ 

THINGS H ■ □ 



phVs^cal demands 



-iCompiling 
-Supervising 
-r Operating/ 
Contrplling 



Workers must be able ■ to perform .the 
following types of physical activities. 
L Light work. \ 
M Medium work. , 
H Heavy work. . , . * 

4. Reaching, handling, fingering, and/or feeling. . 

5. Talking and/or hearing! 

6. Seeing-. " . ' 



21 s 



WORKING CONDITIONS 

Workers n^d to adjust to the follow- 
ing physical surroundings and. working" 
conditions. 

I .jnsi.de. . , 

5. Noise and vibrations. ' ^ 



"APTITUDES 

These levels^ of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in* this group. 
Levels are rated on a 5 to l scale. 



06.02 



Aptitudes 



6 -General 

N- Numerical 

S -^Spatial 

P - Form Perception 

K- Motor Coordination 

F - Finger Dexterity 

M - Manual Dexterity . 



Low 

5' 



Levels 

. to 
4 3 2 



High 
1 



3 

4-3 
4-3 

3 

4-3 
4-3 
3 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) ^ ' 

GED is the general level of learning and 
reasoning acqqired through schools, 'ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1), The 
■ following statement explains why these 
workers need the GED level 3. 

Workers use personal judgment to set up or. operate 
. machinery by following written, oral, or diagram instruc-" 
tlons.N Some supervise others who perform these tasks. 

ERIC 



Workers in this, group deal \vlth problems involving con- 
crete variables" such as using hand tools, adjusting dials, 
nd inspecting products. ;, 

PREPARATION AND TRAINING " 



Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through Work experience. 

|Entry and Advancement Information 

E- To enter sd^me occupations, workers onjy need the : 

required competencies, and credentials. ^ 
A - Tq advance to some occupations workers not only 
need the required competencies and credentials 
but also related work experience. 

Related formal Training Programs 

' f . ■ ' ■■ - ■ ■ ■ 

. -WorkeES usually, gain the competencies 
and credentials they need to enter Occupa- 
tions in this group ih the following ways. 
-i.. J - Technical school programs in machine trades. 
' V-.TT Vocational school courses in the trade and indus- 

; triaLfields, ; 
. ;'NFT/- S6me oqcup.ations in this group have no related 
^formal iiduc3tion -or training programs. 



paining Time 

, '- Oc^ifeatioi^).1^4:h|s group may require 
from ove^-^2^.^ifig^hs fc^^ including 4 

Related High School Level Courses 




..The fcwlowarig high school courses are 
helpfuf in preparing for the occupations 
in this groupV 

Courses , required for completion of high school, 



7 

U7 



>9 ^ 
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Annealer 

Appliance Assemble^ 
ikmmbler 
Assembler < - 
Assembler > ^ • 

Assembler ; : ; 
Assembler! 

Assembler^ Aircraft Power Plant 4^ 

Asseiiibleri Electric Accessories 2 

Asse^ler, Electrical Wire Group 

Assembler-Installer, General 
' Asseinbler, Internal Combustion;En2ine 

Assembleri Product 

Assembler^ Subassembly 

Assembler^ Unit 

Back Tenderi Paper Machine 
'r Baker' 

Balancing-Machine Operator 
^ Balloon Maker 

Beater^Engineer 

Bench Hand 

Bleacheri Pulp 

Biendeir 

Blocker 1 V / 

Blower and Compressor Assembler 
. Book-Sewing-Machlne Operator 2. 

Box Maker, Wood 

Box Printer 

Brake Operator 1 

Brake Operator ^ 

Brazeri taembler 

Brick-and-T1le*Machine Operator 
7 Buffing^Machlne Operator 

Bumper Operator 

Butcher, AlURound 

Butterroaker 

Cabinet Assembler * ' 
Cable Makei^ 
Candy Maker . 

Carpet Weaver f : - 

Casket Assembler - 
Gasket Unar 
Caster' ; ' 
Cisting Operator 
Cl9mmal(6ir Helper 
Chemical Miker 
Cigarette Making-Machine Operator 
Gllcking-Madilne Operator' ^ 
Coal Washer 
Cobbler 
Coffee Roifster 
Coll Connector 

Compression-Molding-Machihe Operator 
Compressor . 
ConCTetO'Stone Fabricator 
Contour^Band Saw Operator 
Control*Panel Operator 
^ ,mriigator Operator 



504,682-010 
500.682-010 
827,684-010' 
7Q6.361^0Mj 
706.684 014 
710.381-plO 
V 869.684-010, 
723.684-D14 
806,381-022 
729,384-010 
728,384010 

'806,361-014 
806.481-014' 
706.684-018 

:806.484-010 

809.681- 010 
534.662-010 

526.381- 010 
609.462 010 
752.684*010* 
530.662-010 
52D:384-010 
533.362-010 
540.462-010 

979.682- 010 
801:361-010 
653.682^010 

760.684- 014 . 
652.682-010 

617.360- 010 

619.685- 026 
1313.684-010 

575.382- 010 
603.38WilO 
617.682-014 

525.381- 014 

:;529.36^010 

763.684-014 
728.684-010^ 

529.361- 014. 
683.682-010 
739:481-010 

* 780.684 030 ; 
50^.482-010 
514.662-010 
529:682-014 . 

.550.485r010 
529.685r066 

789.382- 010 
541.382-010 

788.381- 010 
523.682*014 
721.684-018 
556.682-014 

556.382- 010 
1575.461-010 
607.382-010 
546.382-010 
641.562-0101 



Cracker-and-Cooky«Machine Opisrato 
Crude-Oil Treater 
Cnrplrte-Recovery Operator , 
Cupoh Tender 

Cut-Off^Saw Operator ' 
Cut-Off-Saw Operator, Metah. 
Cutter, Hand 1 - ■ 

Gutter, (Machine 1 
Cutter Operator ^ 
Cutting-Machine Operator 
Cylinder-Machine Opeimr 
4)airy-Processing-EqulRment Operator 
Die Cutter 

Digester Operator >^ 
Dipper 

Dough Mixer , 1 , 
Doughnut Maker - 
Draper Operator ' 
Drawer-In, Hand 

Drawing-ln-Machlne Tender r 
Drill^Press Operator 
brpp-Hammer Operator ' 
Diy Cleaner \ 
Dry*Pre$s Operator ^ 
Dye^Range Operator, Cloth 
-Electrical-Control Assembler 
Electric-Motor Winder J 
Electronics Assembler ; 
Electronics A^embler 
Embossing-Machine Operator 1 
Embroiderer^ Hand\ 
Embroidery-Machine Operator 
Extruder Operator 
Extruder Operator 

Fabricator-Assembler, Metal Products 
Film-Casting Operator- 
Fitter? 

Folding-Machine Operator^ 
Forging-Press Operator! 
Forming-Machine Operator 
Fourdrini^-Machine Tender ' 
frame-Table Operator ^ 
jFUr Cutter ' 
iur;Finisher 

^ur Machine Operator / 
Fur Nalfer ^ 
Fiirhace Ciller 
Furnace Opewor 
Furnace Operator 
Furniture Assembler » 
Gang Sawyer, Stone 
Glass Cutter / V 
Glass*Lathe Operator 
Granulatpr-Machine Operator 
Grinder Operatoc ' ^ 
Grinder Operator. Production 
Grinder Set-Up Operator, Thread 
Heading-Saw Operator 
Heater 



<520.482-010 / 
541.38^014 
511.482^014 
512.662-0j|;i 
667.682-022 ■ 
607.682-010 
781.584-014^^. 
781.684-014 
699.682-018 ' 
640.682-015 
539.362-010 
629.382-018 
■699.682-022 
532.362;0l0 , 
775».684i014 
520.582^016 
526.684-010 
787.682-018 
683.684-014 
683.682018 
606.682-..014 
felO.462-010 
362.382-014 
575;662.010 
582.582-010 
729.684-026 
721.484-010 
726.384-010 
'726.684-018 
208.582-014 
782.684 018 
787.682-022 
557.382-010 
614.482-014 

809.381- 010 ' 
559.682-022 

706.684- 054 

649.685- 046 

611.482- 010 

575.382- 014 
539.362-014 
669.662-014 
783.381-010 

782.381- 014 
783.682-010 
783.684-014 ^ 

512.483- 010 
512.362-014 
613.462-014 
763.684^038 
670.362-010 . 
775.684-022 ' 
6^4.382-010 

559.382- 026 
521.682-026 • 

■.603;685-062 ^ 
603.482*026 
667.682-038 
613.362-010 • 
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Heater 

HeatTreater2 
Hejiyy Forger 
Hosieiy Mender 

Injection-Molding-Machine Operator 

Installer 

JIgFitter 

Kettle Operator 

Kiln Operator 

lidleUner . 

Laser-Baam-Machine Operator 
UyOut Worker 2 
Leather Worker 
Machine Assembler ' 
Machine Molder 
Maple-Sirup Maker - . 
Manipulator 
Marker 1 

Mattress Maker ' 
Miender 
Mender , 

Metal. Hanger c 
Numericai-CQintrol-Machine Operator 
Oven Tender , 
Oxygen-Furnace Operator 
' O^^gen-Plant Operator 
Paper-Novelty Maker 
Pharmaceutical.Operator 
Planer Set-Up Operator, tool 
Plastics Fabricator 
Plater 

Plater, Production 
Polishing-Machtne Operator 
PonyEdger • 
Powder Worker, TNT 
Precision Assembler, Bench 
Precision4.ens Grinder 
PressOperator, Heavy Duty 
Printer-Slotter Operator 
..Production Supervisor 
Pumper- 

Jiunch-Press Operator 1 

Punch-Press Operator 3 

Ripsaw Operator ; 

Riveting-Machine Operator 1 

Roller, Primary Mill 

Rotor Casting-Machine Operator 

Rougher Operator 

Router ; . 

Rug Cleaner, Hand 

Sander^ Machine ^ 
. Scalper Operator ; / a 

Screen Printer ' , : ; 

Screen-Printing-Machine Operator 

Sewing-Machine Operator 

Shaper, Hand 

Shear Operator 1 ' 
• Sign Writer,' Machine . . 
■ Slasher Tender ' . 



619.682022 
504.682-018 

■ 612.361-010 
782.684-030 
556.382-014 " 
869.684-026 
801.684-010 
558.382-038 

, 563.382-010 
519.684-010 
815.fe82-010 

809.381- 014 
783:684-026 
638'361-O10 
518.682-010 . 
523.382.014 ^ 
613.682-010 * 
781.384-014 • 
780.684-074 
782.684-042 
787.682,030 

809.684- 030 
609.662-010 

526.685- 030 

512.382- 010 
552.362-Q14 

. 794.684-022 . 
559.382-042 
605.282-014 
754.684-042 . 
500.380-010 

: 50d;365-010 
603.682',O26 
667.682-050 
737.684-030 

706.681- Oio 
716.382-018 
617.260 aiO 
659.6162-010 
699.130-010 
549.360-010 
615.482-022 

615.682- 014 
667.682-066 
699.482-010 
613.362-014 
502.482.018 
613.662-014 
979,682-026. 
369.384-014 
761.682-0i4" 
605.682i022 

' : 979.684-030 
652.682-018- 
787.682-046 
.761.684038 
,.-€15.482034 
, ■"B59.682>026 
" 582.562-010 



Slitting-Ma'chine Operator 2 . 
Smash.Hand 
Solderer-Assembler 
Spaghetti-Machine Operator 
Speed Operator 
Spotter. 
Springer 
Steel Pourer 
Steel-Pourer Helper 
Sticher^pecial Machine 
Sticher, Standard MacHine 
Still-Pump Operator ■ 
Straightening-Press Operator 
Stranding-Machine Operator 
Stretcher-Leveier Operator 
Stone Polisher, Machine 
Supercatender Operator 
Supervisor. 
Supervisor • 
, Supervisor 
Supervisor . ,\ 

Supervisor 
Supe[visor2 
Supervisor, Abattoir 
Supervrsor, Candy 
Supervisor, Carton and Can Supply 
Supervisor, Cured Meats 
Supervisor, Line • 

Supervisor, Mattress and Boxsprin^s 
Supervisor, Small Applianc^ Assembly 
Supervisorr, Toy Assembly 
Tanning Drum Operator 
Tester, Motor 
Threader^ 

Timber-Sizer Operator 

Tire Builder, Automobile . 
-TNT-Line Supervisor ' 
* Topi Grinder • ' 7 ; 

Trailer Assembler - 

Treater . ■ ■ ' 

Trimmer Sawyer 

Tropliy Assembler 

Tube Bender, Hand 1- 

Tuber-Machine Operator • 

Upholsterer 

Upholsterer, Inside 

Upsetter 

Valve Grinder 

Vending-Machine Assembler 
Warp-Knitting-Machine Operator 
. Watiar-Treatment-Piant Operator 
Weaver 
Weaver, Hand 

Weaver, Needle Loom . . \. 
Welding;|Machine Operator, Arc 
Welding-Machine Tender 
Welding Supervisor 
Wire Drawer 
Wire Drawer 



615.662-010 

683.684-026 , 
"813.684-014 

690.682-074 

613.362-022 

362.381-010 

780.684-106 

502.664-014 

502.664-018 . 

690.682-078 

690.682-082 

549.362010 

617.482-026 

616.682-034 

•619.582-010 

673392-018. 

534.682-038 
' 500.131-010 

684.137-010 

750.130- 010 

788.131- 010 

789.132- 018 
559.137-014 

525.131- 010 

529.130- 010 

920.132- 014 
525.132-010 
.619.130-030 

. 780.137-010* 

723.131- 010 . 
731131-010 

, 582.482-018 
806.384-026 

685.680- 010 . 
665.482.018 
750.384-010 
559.131-018 

603.664- 010 

806.381- 058 
549.362-014" 

; 667.482-022 - 
735.684-018 
709.684-090 
690.662-014 
869.684-070 

780.681- 010 
611.462-010 
706.684-098t 
706.684:102- ■ 

685.665- 018 
551.485-010 

683.682- 034 

782.684- 062 ■ 
683.665-010 

810.382- 010 

819.685- 010 
319.131.-014" 

- 614.382-010 
614.382-014 
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uc/tion 




I*rodUQtion control nieans to regulate 
the quality and quantity of products and 
materials. Wc«7kers in this group inspect, 
testj weigh, or sort products and materials. 
Some workers also record data. Jobs in 
this group sire found in manufacturing 
and processing plants. , 



WORK PERFORMED ^ 

What would yoii do as a worker in this 
group? 



You would examine or test materials 
and products according to set procedures. 
You would perform one or more of the 
following tasks, r— 

• Inspect^ glass and plastic lens mate- 
rials for defects. 

• Inspect rolls of yam and record the 
number and types of flaws. 

•^.Examine rejected rubber footwear to 
determine what Cian be salvaged. 

• Inspect metal furniture for flaws. 

• Inspect jewelry for size, sliape, and 
defects. 

• Check metal toys for paint scratches 
cuid operation of moving parts. 



Goodyear Tire and Rubber Co. 



What skills, abilities, and Interests would help you succeed in 
this kind of work? . 

To do this type of work, you should have the ability to leam, 
the skiU to perform, and the interest in doingvmdst: of the f oUow- 
ing items. Not all items are important to every , job. ■ ^ ^ 
. • Repeat the same tasks over and over according to set pro- 
cedures. ^ 

•: Use eyes, hands, ^d fingers to handle ' gages and measuf- • 

■■ ' ing tools. ■ i' . : 
■■ • Use/math skills to county measure, or keep inspection records. 



ERIC 
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WOKIMl-fC 

REQUIREMENTS 
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CLOES 



^PREPARATION 



V Do you have or can ydii develop these skills, abilities, and Interests? 

Your answers to the following questions will help you decide. 
• Have you taken an industrial arts course ? Are you interested 
in this type of work? . 
,. • Have you taken a machine-shop course? Can you use 
micrometers, gages, and other measuring devices? ' 
./ • Have you taken a course in mechanical ^-drawing?. Can you - 

. read blueprint? 
J • Have you repaired or modified a car or motorcycle? Do yOu 
like working with hand tools and machiBfes? : • ; 

How can you prepare for dnd enter thiis kind of work? 

Machine shop or other similar vocational courses provide good 
background for jobs in this group. The common method of eritrj/^ 
is through onrthe-job" training. Many workers start as helpers 
and work up to more responsible jobs as they gain experieilce 
and seniority. V ° 
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What lelse should you know about these jobs? 

."• Grpbd safety habits are very important to workers in these 
jobs. Job promotions within a plant are often based on seniority 
as wei;i as skill. 



OTHER 
CONSIDERATIONS 



\ 



QUALIFICATIONS PROFILE / 

The following information is a summary of the traits and 
qualifications related" to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. 



WORK ACTIVITIES 

Workers generally prefer the following 
•types of work activities. 
1, Activities dealing with things and objects. ■ 
3. Activities of a routine, definite, organized nature, 

9. Activities involving processes, methods, or machines. 

10. Activities involving working on or .producing things. 



WORKER FUNCTIONS 

These' may ^be . the most' dilEcult fMnc- 
tions workers perform when dealing with 
data, people, and things. ^ 

Low Avg. ^ High 
data' ■ □ i □ -^Compiling 
PEOPLE ■. □ □•- Taking Instructions/ 

• Helping ; ' 
THINGS . ■ □ □ ' - Handling . 



WORK SITUATIONS 

Workers are wiUlng to adjtist to the 
following types of work situations. 

2. . P^Vforming routine tasks. . . ' 

8. Making decisions using standards that can be mea^ 

sured or checked.! ' . 

10. Vyorking with'm precise limits or standards of accu- 



PHYSICAL DEMANDS . 

. r. ■ 

Workers must be able to perform the 
following types of physical activities. 

L Light work. • 

4. Reaching; handling, fingering, and/or Reeling.. 

6; Seeing. 
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WOi^klNG CdNDPFIdNS 



Workeisnfi^(^ to adjust to the^ follqw- 

ing physical ^ jsiirroundirigs and '' working 

conditions. . . , * 

I 'Inside:; • V :,■ " " 
5; Noi^e and vibrations. . ' . 



Aptitudes 



General ^ 
S ASpatial 
P.^^'Form Perception 

Motor Coordination 
f-Rnger Dexterity. 
0;- IVIanual Dexterity 




pf aptiti 
fid to thf, 



s : {ability to 
success- 



APTITyD|S 

These levels 
learn) are relati 

ful performance of wm^ers in this group. 
Levels are rated on a 5 to 1 scale. 

Levels 

; Low . 'to High 
5 4 3 2 1 



3 

4-3 

3^ 
4t3 
4-3 

3 



pROduCTION CONTROI 



{^REPARATION AND TRAINING. 



GENERAL EDUCATIONAL v , 
DEVELOPMENT (GED) 

< • ■ ' 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self -^directed study. There are 
six GED difficulty^ levels, >ranging from the 
most complex (6) to the simplest (l) *The 
following statement explains why, .these 
workers need the GED level 3. 

Workers vUse mechdnical ^ktlis and personal judgment 
'to carry- out, written or oral instructions dealing with 
standardized testing and inspection. Workers* deal with 
:j)ractical problems involving concrete variables such as 
. measuring instruments and production standards. 



Workers usually gain the competencies 
jAhd credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
. . or through work experience. 



Entry and Advancement information 

E-To enteir rhost occupations workers only need the' 
required competencies and credentials. 

Related Formal Training Programs 

Workers usually igain the competencies 
and credentials Ihey need to enter occupa- 
tions in this gr^^ in the following ways; 
, V - Vocational sotioor courses in drafting. 
NFT - Most ^aiipations in this group have no related. 
. . formal edi/gation or training programs. , 



Training Time 

Occujpations in this group may require 
from over 1 month up to and including 1 
year (SVP 3, 4, 5).; 



Related High School Ljevel Courses 

The following high school courses are 
helpful in preparing for the occupations' 
in this group, 

• Courses required for the. completion of high school. 
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OCCUPATIONS IN PRODUCTION CONTROL 

^369i;6i^bI6: 
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. Elemental industrial work is rcxutine 
work requiring little training or experi-". 
ence. Tasks include loading and unloading 
miachines as wdl as using simple hand 
tools. Jobs in this group are found in. 
manufacturing and processing pMnts. ^ 



WORK PERFORMED 

: What would you do as a worker in this 
group? 

You would do simple hand or machine 
work according to instructionsj JTou would 
perform one or more of the following 
■tasks. ■ ; ■ ■ - > ■■. , 



Libby, McNeill, and LIbby 



Tend a machine that mixes large 
batches of bread batter. 
Use a hand truck to move supplies to 
workers on an assembly line. 
Wash and iron clothes in a commer- 
cial laundry. . . 
Smooth wooden furniture posts using 
sandpaper and steel wool. s^ ' ' 
Gut candy into squares using a special 
knife. 

Tend a machine that seals cartons. 
Staple padding to both sides of inner- 
spring mattresses.**^ 
Tend kettles /tKat boil or soak ingre- 
dients. 

Sort pearl butjtons according i». shade 
and flaws* . 
Supervise others. 



UAW Solidarity 




, ^ J keep :pace with the machine, thfe operaflof foljjs The worRer uses a special cloth to give eaich car Its 
h ly C d places a case'on the nnachlne every five seconds. ' final shine. • ' ' . . \ . 




Workers in this group must be able to 
concentralr^'iori the sanfe tasks and 
follow set procedures. 



Western Electric 



■ , ■ r . . o . ■ ■ • 

What skills, abilities, and interests would help-you succeed in 
this kind of work? , ^ • ' ■' / 

To {\o this typiyof work, you slunilfi havt^ th{^ ability to learn, 
the skill lo piM'loVin. and thi^ inter^'st in (ioini:; most of Iho follow- 
ing ittMDs. Not all items ari> important to e\'er\- job/ 

• Follow simple in.si riu lions. 

• Adjust to doiiit^ the sanu^ tasks o\"(M' ;md ^ver. ' 
Knllow satt^ty i^ih\s \\;ben lendin.L; a ]iiaehin(\ 

. • Movtvoi* litt hea\'\ objeets. . ^» 

• Use hauds-and (int;ers to* load, unload, or lend maehnies. 



WORKER 
REQU1RE1V1ENTS 



Do you have or can you develop theise'-skiils, abilities, 'and. interests? 

Your answiMs lo tlu^ ("ollouanL; questions vvilldi(d{i \'ou decide. 

• Have \-bu taken an industrial ar(s eOursc^? Would you like 

• lo work in a ra<^tc)r\ sidtinL/?. ,.v 

Have \'oa helped a woi'k'er inst;dk repaii', or build something 
in \-ouf home? Can \()U follow direelitnis^^ . 

• .ihive \"ou helped a eustodian at school oi* ehureh? Do you 
like' this 'kind of work? 
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How can you prepare for and enter this kind of work? 

Most jobs in this grpup do not require specific training before 
employment. Emploj^fs often provide brief on-the-job training 
, to new workers or when work assignments are changed. Induis- 
trial arts or shop courses provide useful background for jobs 
in this group. - [ ' 

' -What else should you know about these jobs? 

Many people accept jobs in this group as their first full-time 
employment. As workers develop experience and skills, they may 
advance to other jobs in the work setting. 

Tiasks change very little from day to day because workers 
must follow set procedui-es. It is important that workers follow 
strict safety rules when working around machines. 



QUALIFICATIONS PROFILE 

The following information is a summary of the traite and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. 



WORK ACTIVITIES 

Workers generally prefer the following 
types of work activities. 

l! Activities dealing with things and objects. 

Activities of a routine, definiterorganized nature. 
9. Activities Involving processes, methods, or machines. 
10. Activities involving working on or producing things. 



WORK SITUATIONS 

Workers are willing to adjust to the 
followdng types of work situations. 

: i Performing routine tasks. 
;. 10. . Working within precise limits or standards of accu- 
■'■ v .;- .',racy. ; , ' . ■ . 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with , 
data, piebple, and things. 

Low Avg. High 
DATA ■ □ □ -^Comparing 

PEOPLE ■ □ □ - Taking Instructions/ 

Helping 

THINGS ■ □ □ . -Tending 

PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physical activities. 
L 

M 

4;. 

5; 

6. 



Light work; 
Medium work. 

Reaching, handling, fingering, and/or feeling. 
Talking artd/or hearing. 
Seeing. 



22B 
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WORKING CONDITIONS 



PREPARATION AND TRAINING 



Workers need to adjust to the follow- 
ing phyisical surroundings and working 
conditions. 
I Inside. 

5. Noise and vibrate. 



V 

vibratilsns. 



Workers usually gain the competencies 
and credentials, they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a. 5 to 1 'scale. 

Aptitudes ' Levels 

Low to High 
5 A 3 2 1 



S- Spatial 

,F- Form Perception 
■ ' K - Motor Coordination 
V vF - Finger Dexterity 

. M - Manual Dexterity 



4 

4-3 
4-3 
4-^3 
3 



Entry and )Advanceme\t .Information 

E- To enter most occupations workers only need the 
. required competencies and credentials.'^ 



Related Formal Training Programs 

* ■ . - ■ . ■ ... * 

* ' . ■ • * 

Workers usually gain the competencies 
and credentials they need to entjer occupa- 
tions in this group in the following ways. 
NFT- Most occupations in this group have no related 
. formal education or training progranfis. 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 1-?. 

Workers use common sense to carry oiit simple one-- 
and two-step instructions. They work under the same 
situations eaph day/For example, they mix ingredients or 
use buttons and switches to. control machines. 



Training Time 

Occupations in this group may require 
from 30 days up to and including 3 months 
(SVP 2, 3). 



Related High School Level Courses. 

The following high school courses are. 
helpful in^reparing for the occupations 
in this group. 

• Courses required for completion of high school, s. 
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OCCUPATIONS IN ELEMENTAL/WORK: INDUSTF^IAL 



'Ampoule Filter 

Artificial-Flower Maker 

Assembler 

Assembler 

Assembler 

Assembler's 

Assembler^ Automobile 

Assembler, Cards and Announcemenb 

Assembler, Electrical Accessories 1 

Assembler,' Melal Furniture 

Assemble^ Production 

Assembler, Productlorf Line 

Assembler, Small Parts 

Assembler, Small Products 

Back Tender, Insulation Board 

Baker Helper 

Bakeiy Worker 

Bagger 

Bag-Macbine Tender or Operator 
Baler ■ 
Baling-Machine Tender 
Band-Sawing-Machine Operator 
Basket Assembler 1 
Batter JMixer 
Battery-Parts Assembler 
Beamer 

Beam-Warper Tender, Automatic 
Bearingnizer 

Beater-Engineer Helper y 

Bellows Assembler 
. Bench Grinder 
/ Beveler 

Bindery Worker / ' ' ; - 

Bindeiy Worker 

Blast^Furnace Keeper 

Blast'Furnace-Keeper Helper.. 

Block^Making-Machine Opierator 

Boarding-Machine Operator 

Boner, Meat 

Boring-Machine Operator,. Production 

Box Maker, Paperboard 

Brine.Maker 

Butler 

Buffer 1 

Burnisher 

Buttoner 

Catendering-Machine Operator 
Candy-Maker Helper 
Cannery Worker 
..Carder . 
.." .Card' Tender 

• Carton-Forming-Machine Operator 
Carton-Packaging-Machihe Operator 
Casing Cleaner 
Casing Tier 

Cementer, Hand . . 
;. Cementer, Machine Applicator 
» Charger Operator . , . V . 
j^p9^-ChemicaI Operator 2 
hKjL Chipper 



559.685- 018 Cigarette-Making-Machine Catcher - 
739.684-014 . Cigar Maker 

700.684-014 Classifier 

723.684 010 Cleaner and Polisher / 

754.684-010 Cloth Doffer 

723.684 018 Cloth Folder, Hand 

806.684 010 Cloth Winder / 
794.687-010 goiter r 
729.687 010 '^Coil Winder 
709.684-014 Colprer, Citrus Fruit , 
706.687-010 Collator,Hand 

809.684-010 Comber Tender ' • 

706.684- 022 Compounder^ 

239.687-030 Conaetfc-Pipe^Makingj^Machine Operator 

532 685-010 Condenser-Tube Tender 

526.686 010 Conditioner-Tumbler Operator 

929.686- 010 Container Washer, Machine r ' ■ ^ „ 

920.687- 018 Cook; Fry, Deep Fat "■' 

649.685- 014 Cooler fioom Worker 
690.685022 Coremaker, Machine 1 

920.685 010 Coremaker, Pipe 
690.485-010 *^ Core-Oven Tender 
669.685 014 ] Core Setter 
520.685r010 / Corrugated-Fiastener Driver 
727.687-038 l Crater " 
681.585-plO Creeler . 
681.685-018 ■ Crossband Layer 
603.685-018 . Crusher Tender . 
530.665-010 Cushion Builder 

710.687-010 Cushion Maker 1 - * 

705.684- 010 . .Cutter, Hand 2 

673.685- 018 Cutter, Hand 3 
649.685-018 Cutter Helper 
653:685-010 Cutter, Machine 2 . 
502.664010 ■ Cutting-Ma'chine Tender 
502.687-010 Cylinder Batcher 
575.685 0U Daily Helpaj 
589.685 010 Deburrer, Machine 
525.684-010 Dipper 
606.685010 Distiller 

794.684- 014 Distillery Worker, General 
551.687-014 Dividing-Machine Operator ^ 

690.685- 046 Doffer ; , 

705.684'dl4 Dravrer-ln 'Helper, Hand , 

690.685- 058 r Draw-Frame Tender 
782.687-014 Drilling-Machine Operator, Automatic 
580.485-010 Dry Cleaner 

520.685 050 Dry-Cleaner Helper - 

529.686- 014 Dyer Helper 
920.685-034 . Dye-Tub Operator 
680:685-018 Dye Weigher 

641.685- 022 Electric-Motor Assembler . 
920.665 010 ■ Embossing-Press Operator 

525.686 010 Enameler 

529.687 034 Envelope-Machine Operator 
788.687 030 Etcher, Printed Circuits 

690.686- 018 Extractor Operator 
50*4.'S65-010 . Eyelet-Machine Operator 

. 558.585.014 Feed Mixer 

564.685-014 Feed Weigher ., 



529.666-014 

790.684- 014 
361,687-014 
709.687-010 
689.586-010 
589.G870I4 

689.685- 046 
613.685010 

724.684- 026 . 

529.685- 070. 
977.687010 
680.665-010 
550.685-050. 
575.665-010 
511.685-018 
361.685-010 
529.685 074 
526.685 014 
525.687-022 ' 
518.685-014 

518.684- 014 

518.685- 010 

518.684- 010 

669.685- 042 
920.484-010 
689.687-030^ 
762.687 026 
570.685-022 
780.684-050 

780.684- 054 
781.687026 
781.687-030 
781.687-022 

699.685- 014 
690:685-122 . 
582.665-010 

529.686- 026 
■715.685-018 
599.685 026 
552.682-010 
529.687 066 
520:685-086 
689.686-022 
683.687 010 
680.685 034 

606.685- 030.- 
589:685-038; 

362.686- 010 

364.687- 010 
582.585-014 
550.684014 

721.684- 022 

652.685- 030 

509.684- 010 

649.685- 042 
590.685-030 
581.685 038 
699.685-018 
520.685-098 

' 920.685-058 
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Flltor . . . ' 73§.687i09Q 

Film Spooler 692.685 082 

• Fish Cleaner 525.684*030 

network Hnisher 363!686 010 

Floor Attendant 579.687 018 

FfyTler ^ ■ * 732.684 W 

Folder 369.687018. 

Foldir, Hand 794.687 022 

Folding-Machine Feeder 653.686*014 . 

Folding-IMachine Operator 583.635-042 

Forge Helper 619.666-010 

Forging-Press Operator 2 . 611.685-010 

Foundry Supervisor 519.131-010 
Foundiy Worlcerp General \ 519.687-022 

^Fruit-Press Operator 521.685-146. 

Furnace Tender 512.685-010 

Garment Folder < - ' 789,687 066* 

Gear-Cutting-Machine Operator.'Production '602.685-010 

General Helper . 529.687^094 

Glass Installer ^ 865.684 014 

Gluer 762.687 034 

Gluer ' - 795.687-014?:; 

Glue Spreader, Veneer 569.685-042 

Golf-Club Assembler 732.684-078 

Grinder 1 / 705.684-026 > 

Urinder-Chipper 2 : t 809.684026 

Grip Wrapper ■ 732.684-082 

Hacker / . 573;68fe-022 

Hand Sewer, Shoes 788.684 054 

Hardware Assembler 763.684-042 

Heat-Treater Helper jy 504.686-018 

. Hot-Plate-Plywood-Press Operator . 569.685 054 

leer, Hand ; ^ 524:684-022 

Icer.Machine 524.685-034 

IdngMixer ,>v 520.685-1T4 

Industrial-Truck dpe'rator: . 921.683-050 

Injection-Molding-Machine Tender . 556.685 038 

Interlacer 788.684*070 

Jet Handler - 557:684*010 

Jogger 659.686010 

Kllii Burner 573.682 010 

Knitter, Full-Fashioned Garmerit 685.665-010 

Knitting-Machine, Operator 685.665-014 

Knitting-Machine Operator 685.685-010 ' 

Laborer ' * ; 529.687-130 

Laborer - 559,686-022 

Laborer, Boot and Shoe 788.687-066 

Laborer, Chemical Processing ; 559.^7-050 

Laborer, Cheesemahing 529.686-050 

tiborer. Concrete Plant 579.686-010 ^ 

Laborer, General . 509.686-010 
Laborer, General ' ^18J587-026 

Laborer, General j 5l9.68G-t)10r 

Laborer, General ... 559:685-110 

Laborer, General / 579.667-010 

-Laborer, General • 589.686^q26 

. Caborer, General ; ^ ^9.684-014 

Laborer, General ( 754.687-010 

Laborer, Grinding and Polishing 705.687-014 

Laborer. Hot-Plate Plywood Press ' 569.686-026 



t^aborer, Rags 
Laborer, Salvage 
Laborer, Hn Can - 
Lacerl' 

Lathe Operator, Production 
Launderer, Hand 
Laundry Laborer 
Laundry Operator : 
Laundry Worker 2 
Lead Former 
Leasing-Machine Tender 
Leather Finisher 
Light-Bulb Assembler 
Loader 1 

Log Roller- t, ^ 

Loom-VVindcr Tender 

Machine Qleaner 

Machme Feeder 

Machine Helper 

Machtne.Operator 2 

Marker 2 

Marker, Machine 

Melter Supervisor ' 
.Metal-Cleaner, Immersion ^ 

Metal-Fabricating-Shop Helper 

Metal Rnisher*> 
- Mexican Food Maker, Hand 

Milling-Machine Operator, Production 

Mill Operator 

Mirror Specialist 

Mixer 

Mixer Operator 
Mixer Operator 
Mold-Fitting Operator 
Molding^Cutter 
Mold Worker 
Monorail Crane Operator 
Mounter, Automatic 

Multi-Operation-Forming-Machine Operator 2 
Nailer, Hand 

Nailing-Machine OperatOPf^K^^ 
Nailing-Macftine OperatQr;^Autornatic 

Offset-Press Operator 2 y ^ 

Packager, Hand / 

Packager, fMachine . , % 

Package Sealer, Machine! . / ' \ 
^.Packaging Supervisor 
' Painter, Brush : : v — ■ 
/Painter, Spray 2 ' r 
/" Pamlinjf-Mqchmq Operator 

faint-Line Operator 
>aint Mixer, Machinfr 
^Panel-Machine Operator 

Parachute Rigger 

Pipe Finisher 

Plate-Take-OutWprJcer 

Plumbing-Hardware Assembler 

Polisher , 
^. Polisher 

Potato-^^Chip Frier : 



539.587-010 

929.687-022 
609.686*010 
788.687-070 
604,685-026 
361.684^0ip 
361.687-018 

369.684- 014^ 
a6L685-0ir 

: 691.685-018 
68l!685-054 
363.682-010 

692.685- 118 
914.667-010 
677.687 010 
68L685-062 
699.687-014 
819.686010 
619.687-014 
619.685-062 
92Q.687-126 
690:685-282 
512.132-010 

503.685- 030 

619.686- 022 

705.684- 034 

520.687- 046 

605.685- 030 
'599.685-058 
779.684038 
550.685-078 
520.685-146 
550.685-082 
556.684 018 
663.685-018 
514.567*010 
921.663-042 
976.685-022 
616,685-042 
762:684 050 
; 669.682-058 

669.685066 
.651.685^018 
920.587-018 
' 920.685-078 
920,685-074 
920.132-010 

740.684- 022 
741.687-018 
599.6854174 

599.685- 068 
•550.485-018 
. 640.685-038 

912.684-010 
^779:684-042. 
500.687-010 
706.684-086 
700.687-058: 

705.684- 058 

526.685- 046 
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Pot Tender . • 
Poultry Bon^r 

.Poultry Drester . ; 
.Poultry-Oressirrg Worker 

Poulto' Eviscerator 

Poultry Hangar 

Pourer, Mejal 

Ppwer-Barker Operator 

Pressor, All-Around 

Pressor, Automatic 

Presser, Form 

Pressor, Hand 

'Presser, Machine ; » 

Press Feeder 
Press Operator 
Pretzel Twister 
Print OeveloperT^utomatic 
Processor, Grain 
Production HeI|Pei>- 
Production-Machine Tender a '. 
Progressive Assembler and Fitter . . 
Pumper Helper 
. Eynch'fress Operator 2 
- Putty Glazer! 
Qiiiller Operator V 
"R4w-Cheese Worker 
' ReclamaUon Kettle Tender, Metal 
^ Remelter 
Record-Press Tender 

Rewinder Operator - 
Riveter, Hand >\ 
Riveting-Machine Operator 
Roil Finisher 

Rope-LayirigM<achine Operator 

Rbpe Maker, Machine 

Rubber ' . 

Rubber-Mill Tender ; 

Rug Cleaner 

Sander, Hand 

Sander; Portable Machine 

Sausage Maker f <.. 

Sawmill Worker 

Screen Printer 

Screw-Machine Operator, Production 
Sealing-Machine Operator 
Seed-Cleaner Operator 
Sewer, Hand 

Sewing-Machine Operator, Semi-Aiitomatic 
' Shear Operator 2 

SheJIfish-Processing-Machine Tender 
Shellfish Shucker ; 
Shirt Presser 

.Shoe Cleaner ■', 

ShoePacker 
. Silk-Screen Printer 
, .Sintisr-Machine Operator 

'Skein-Yarn Dyer 

Skip dperatoj" 

'Skiver, Blockers 



512.685-018 
.525.687 066 
525.687070 
525.687 082 
525.687-074 
'«25.687-078 

514.684- 022 
669.485-010 
363.682-014 

363.685- 014 
363.685018 

363.684- 010 
363:682-018 

583.686- 030 : 

363.685- 010 
, 520.587-OiO 

976.685-026 
. 521.685-254 
529.686070 
609.685-018 
801.684-022 
549:684-010 
615.685.030 

749.684- 042 

681.685- 070 

529.686- 078 
512.685-022 
502.685-014 

. 556.685-070 
640.685-058 

709.684- 066 
. 616.685 058 
■ 92O:685-090 

> 681'.685-086- 
681.685;082 
"742.684-010 

550.685- 102 • 

689.687- 066 
- 76r687 010 

761.684- 034 

520.685- 202' 
.. 667.686-014 

• ^79.684-034 
604.685-034 
692.685-162 

' 599.665-/}10 
782.684^058 
786;685-030 
615.685-034 ■ 
529.685-214 
521.687-122 
363.685-026 

■r 788:687-122 
920.687-166 
726.687-018 
510.685-026 
582.685-130 
921.683-062 
585.i685-llO 
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Skiver, Machine > . 

Slasher Operator . 

Slicing Machine Operator - 

Slitting-Machine-Operator Helper 1 

Slubber tender 

Smoked Meat Preparer 

Smoking-Pipe Liner 

Sock Boarder . 

Solderer, Production Line 

Spice Gleaner 

Spinner ' 
Spinner, Frame 

Splicer ' , 

Spooler Operator, Automatic 
Spooling-Machine Operator 
Spot Cleaner 
Spreader 1. 

Spreader, Machine . 
Spring Assembler . ^ 
Spring Coiler'o 
Stacking-Machine pperator 2 
Stainer ' - / 

Staple Cutter : 
Stapling-Machine Operator , 
Stenciler 
Steadier 
Stone.Sctter 

Sttetcher-Lei(eler-Operator Helper 
. Strip-Cutting-Machine Operator 

Stuffer . 

Supervisor, Blast Furnace 

Supervisor, Dry Cleaning 

Supervisor, Fertilizer ^ '' 

. Surfboard Maker 
r Sweeping'Compound Blender . 

tank-HouseyO|)erator Helper 

Tapper 

Tenter-Frame Operator . 
' Thread Cutter ^ ■ 

; Thread Winder, Automatic 

Ticketer 

Trimmer.'Hand " 
Trimmer, Meat 
Trimming-Machine Operator 
. Tumbler Operator .. 
Turner - . 
Twister Tender 
Wafer-Machine Opierator 
Washer 

Washer, Machine 
Warp-Tying-Machine Tender 
Welder, Gun 
Welder, Production Line 
Winder Operator, Automatic 
Wireworker . 
: Woodworking-Shop Hand 

Wrapping Machine Operator 
^ Wringer-Machine Operator - 
Yarn Winder ' , ■ , 



690.685-378 
667.685-054 ^ 
521.685-306' 
699.587-010 
680.685-098 
525.587-014 
.739.687-170 ■. 

589.686 042 

813.684- 022 

521.685- 322 • 
557.685-026 
682.685-010 
759.684058 
681.686018 
691.685-026 
582.§84-0I4 
781.687-058 
781.685-010 

780.684- 098 
616.485-014 

739.685- 038 

742.684- 014 
680.685 102 

692.685- 202 
7ai.eS7-066 

920.687 178 
735.687-034' 

619.686- 030 
686.685-066 
520.685-210 
519.132-010 
369.137-010 
559.132-090 

732.684- 126 

550.685- 110 
519.565-014 
514.664014 
580.585-010 

- 789.684-050 
681.685-122 
652.685-OS 

781.687- 070 
. 525.684-054 

'583.685-122 
599.685-110- 
789.687-182 • 
681.685-130 > 
526.685-066 
599.687-030 • 
361^665-010 : 
683,685-034 . 
810:664-010 

819.684- 010. 

681.685- 150 
728.687-010 
769.687-054 ' 
641.685 098 
589.685-098 
681.685-154 
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USINESS 

This is an interest in activities requiring accuracy and 
attention to details, primarily in an pfR^ 
. You , tan satisfy this interest in -a wide variety of " 
jobs in which you can attend to the-details-of-a~business— — 
opf ration. Yo^ niay enjoy using yoiir math^skilis. Perhaps .. 
a job in billing, computing, or - financial record .hoping 
would satisfy you. You may prefer to deal with people. You 
would seek a job in which you meet the public, talk on the 
telephone, or supervise other workers. You may like to 
operate computer terminals, •typewriters, or book^eeping^^ 
machines. Perhaps a joB in record .keeping, filing, or records 
ing would satsify ypu. You may prefer to use your training-v 
and experience to manage offices and supervise other; 
workers;;'. ■. 
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Administrative detaU is techni cal clerical 



work requiring spfeejal skills and knowl- 
edge. Workers uythis group^ make ininor 
decisions relate^to oflBce operations. Jobs 
in this group are found in the oflQces Of 
businesses, industries, courts, and govern-- 
ihent agencies. Doctors, lawyers, and other 
professionals also hire these workers. 



WORK PERFORMED 

* . , ' ' '■ - 

What would you do as a worker in this 
group? . ••' 



You would p erform a variet y of cler ical 



duties. Ybiivwould perform one or more of 
the following tasks. 

• Interview and investigate applicants 
for a low-cost housing project. 

• Perform a variety of clerical duties; 
for a local' government. 

• Maintain all. recbrcis for a small busi- 
ness firm. 1 . \ 

• • Prepare legal papers for a lawyer. 

• Keep records and prepare notices 
regarding the rental, sale, or manage- 
fnent of real estate. , ' ' 

• Organize the social, business, and per- 
sonal 'affairs of an employer. 

• Prepare papers and do other tasks to 
dose a loan. 



Xerox Corporation 



r 



A dlWINISTRATlVE dETAll 
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Secretaries may: perforrYi clerical tasks for their employers as well 9s organize 
their social and business affairs-. 



N What skills, abilities, and intereists would help you succeed in 
this kind of yvork? - . 

To do this type of work, you should have the abihty4o learn, 
the skill to perform, and the interest in doing most of the foUow- 
. Ing^items. Not all items are important to 'every job. 

• Speak and write dearly and with accuracy. , 

. Carry ^out instructions without close supervision. 

© Make decisions based on set policy. , \, 

• Plan work schedules for yourself and otifiers. 

• Use hands and fingers to type, write shorthand, or" record 

^ - '■ ■ . ■■ ' \ ' - ■- . ' ■ 

. data. . 

• Recognize small differences in forms and shapes to record 
or read shorthand symbols. , 

• Recognize errors in spielling, grammar, and punctuation to 
pfioof copy. 



ERIC 



23 



WORKER 
REQUIREMENTS 
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CLUES 



Do you have or can you develop these skills, abilities, and interests? 

Your answers to tile following questions will help you decide. / 

• Have you takeif courses in^typing and. shorthand? Can you 
type and write shorthand with speed and {accuracy? . ^ 

• Have you served as a secretary for a group o^ub? Did yoii 
keep minutes of the meetings? Do you enjoy this type pif . 
work?" , 

• Have you worked in the school office or held other part-time 
Clerical jobs? Did you work with rjecords? Could you answer 
the questions of students or visitors? 

• Have you been responsible for the work of others? Do you y 
work well with others? . ^ 




erJcb 



High school typing courses can help you. develop, one of the skills required by 
most of this group's jobs. 



aidi»iiiiNisfi^ 
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this school secretary 
handles the duties of a* 
bookkeeper, lite clerk, » 
and receptionist. 




How can you prepare for and enter this kind of work? 

Most jobs iiiiliis group require training in typirig. Many require 
training in shorthand or in the use of dictation transcribing 
■ equipment. This training is, offered by high schools and technical 
..schools. Business Elnd community colleges offer one- and tw6- 
year programs that are helpful for these jobs. Workers in these 
i jobs are usually promoted from routine clerical jobs. People with 
above average vocabulary, grammar, and spelling skills can enter 
some of these jobs. They receive on-the-job training for specific 
tasks. Applicknts usually need to take a civir service test to enter 
government jobs! . " 



PREPARATION 



What else should you know about these jobs? 

Some of these jobs require workers who can be trusted to 
handle confidential information. Workers in small offices often 
do a' variety of tasks. They may serve a^ bookkeeper, clerk, and 
receptionist. 



. OTHER 
CONSIDERATIONS 
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QUALIFICATIONS PROFILE 

The followmg information i^^a- surhmary of the- traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. - 



woriCactivities 



Workers generally pirefer the following 
types of work activities. 
2. Activities involving business contact.. 

5. Activities resulting in recognition or appreciation from 
others. . ' : 

6. Activities involving the communication of Ideas and 
' information. • ' 



"PHYSICAL DEMANDS 

Workers must be able -to perform the 
following types of physical activities.' 
"S Sedentary work. 
L Light work. . ' 

4. Reaching, handling, fingering, and/or fee.ling, 

5. Talking and/ or hearing. . 

6. Seeing. ^ - ' 



WORK SITUATIONS 

Workers are willing tcJ adjust to the. 
following types of work situatipns. 
1. . Performing duties which change frequently. 
4. Dealing with people. * 

7. Making decisions using personal judgment. 

8. Making decisions using standards that can be mea-. 
sured or checked. 

tS'.. - . . . 



WORKER FUNCTIONS 

, These\m the most difficult func- 

tions workers perform when' dealing with 
data, people, and things. 

Low ,Avg. High ' 
DATA • . □ □ ■ 
PEOPLE □ ■ □ 
THINGS ■ □ □ 



ERIC) 



Coordinating 
'Supervising 
Operating/ 
Controlling 



WORKING CONDITIONS 

Workers need to adjust to the foUow- 
iijg physical surroundings and forking 
.conditions. \ ' ^ 
I Inside. 

APTITUDES 

8 ■ . ' ■ . ■ • ■ ■ ■ ■ 
Thes^ levels of aptitudes (ability to 

learn) are relate^o the average success- 
ful performance of worTcers in this .group;. 
Levels are rated on a 5 to 1 scale. 
Aptitudes' Levels 

Low to High 
5 .4 3 2 1 



G - General 

V - Verbal 

N - Numerical 

Q - Clerical Perception 



3-2 
3e2 
3 

3-2 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is jpie general level of learning and ^ 
reasoning acquired through schools, ex- 
perience, or self -directed study. There are 
six GED difficulty levels, ranging from the 
most cbrpplex (6) to the simplest (1) . The 
following statement explains why these , 
workers need the GED level 4-5. 

Workers use logical thinking and personal judgment 
to perform a variety of office tasks that .require special- 
ized skills and knowledge. They carry out instructions pre- 
sented in written,, oral, or diagra'm. form. They deal with 
. concrete situations and variables such as preparing corre- . 
spondence, assisting executives, and conducting inter- 
views. \ 

PREPARATION AND TRAINING 

. ■ ■ ■ ' 

Workers usually gain*the competiencies . 
and credentials they, need to enter or ad- 
vance to occupations in this gtoup through 
formal education and training programs 
or through work experierice. 

Entry and Advancement Information f 

/\ -.To advance to most occupations workers not only 
need the required competencies and credentials 
' : , but also rielated work experience.' 

Related Formal Training Programs 

Workers usually gain the competencies 
and credenfials they need to enter occupa- 
tions in this group in the following ways. 
T - Technical and business . college courses in , the ■ 
. clerical and office field. 
' V -■ VotStiona! school business courses. 

NFT - Some occupations in this group have no related ; 
formal education or training programs. 

Rir 



Training Time 



Occupations in this group may require 
from over 6 months up to and including 4 
years (SVP 5, 6, 7).* :. , 

Related Higfi School Level Courses , 



The following high sdrobl courses are 
helpful in preparing for the occupations 
in this group. 

• Language Skills, Basic Math Skills. 



OCCUPATIONS IN 
ADMINISTRATIVE DETAIL 



Admissions Evaluitor 
Admintstrative ClerV 
AdmfniSfrailve Sscretaiy 
Attendancfl Officer . 
Bond Clerk" 

Budget Clerk ♦ 

ContreiH: Clerk V ■ v 
-Court Clerk ' V; V:-"'^^;;:-''"-:.; '^'--^ 

DrWer's License bamirier^^^^^^^^/^^'^^^^^^^V 

Eligibiilty-aiid'Occupanqf liiteiriiiewer ^ ^ 

Hbspital'liisurance RreprmntatfviB^^^^; 

iiisuranCe Clerk 1 ■< 

tegaf Seffetary , ■ ''y}. 

Uaifi;wfc|eloir ' " ' 

Manager dfflce 

Manager, Statements Clerks 

Manageri-Traffl:'!:-.':'^ 
■' ManagerrTraffie'l; ' \\' :'\'J-"\-:i':: 

■ Mjsdical Secretaiy''; - v'/:-' ' v^''-:-;-:,-'-;; 
, Mortgage Clef k';' ■ v'- 
'Procurement Clerk; ':■■} ' -^}; : 
. Real-Estrte Clerk -.;:''vv-:>::"::';vw 

Reloutlon Commissioner ' \ V; ' \ 
School Semtary.:: 
;'Secretaii^' >-.^ y ■ :\ : , ■ 

■ SecuritieaCIerk'^/'V , ^/;^v;-■■'v:;u^.,,^^_r_ 
'Sodal'Siidfetary ' ^^''V- 
.SlatlonAgent'V'-' 

Steward/Stewardess, Chief, Cargo Vessel 
Test Technician 
tile Eupminer. 
Town Clerk 



205.367-010; 
219.362^010 

169-167^014; 

168.367-010 

216.362^0? 

:2lftm622: 

;li9;267.0i8^^ 

■243.362-blO'i 

:i68.26fi!rb38 i 
166567-0141 
i219362lra!ir^' 
2bl.36i2-Olb'^ 
i86:267rdlj|i 1 
169.1CM)34i! 
214;137W4^i 
184!;I6W)98 ;i 
1841167402^ 

:2bi;3^-oi44 

!249.S8i-biO? 
249:367^6^i 
2i9;36W»46^^ 

iMiiw^J!bi 

20r.362.b22; 

201:362.03*; ;i 

219,362^54^^ 

.201:162-010 

910;i37^b38^ 

350l3W]fl4^ 

249.367i()fZ8? 

119.287-010 

•;;243jw-!!)iig 
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Mathematical detail is clerical work 
usiiig arithmetic skills to Excess nuirier- 
ical data related to a business operation. 
Work involves figuring ar^^|^Jce^mg rec- 
ords of quaikities, costs, apd charges. Jobs 
in this group are found in businesses, in- 
dustries, and government agencies. Banks, 
ifinance companies, and accounting firms 
hire many of these workers. 



WORK PERFORMED 



What would you do as a worker in this 
group? 



«ACP 



You would compute and record numer- 
ical data. This data usually would concern' 
the daiI>rT5pef atipri3r'U~toUSin^ 
You woyld perform pne^v^more oi^;the^^ 



following tasks. 

-0. 




Compute employees' wages and pay-' 
roll deductions. ' - 

Use miachiries to calculate or riecord 
numerical data. 

Figure the costs of labor and mat^' 
rials needed or used by a company^; ' 
Compute ^weight, freight dnd ship- 
ping charges."^ - 

Maintain complete fihancial records 

of a small business. 

Supervise^ acc6unting clerks in a large 

business. 



Bookkeepers : maintsiin . systematic ; 
^ind up-to-date records of business 
■. transact joris in ledgers or other, ac- 
counting fornris. 



MAThcMATICAl dcTAll 
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bo you have a. knack for. concentra- 
ting on details? . ■ A 




Audit clerks must be able to spot 
mathematical errors quickly as they 
chejck the figures recorded by others. 



. What skills, abilities/ and interests woujd help you succeed in 
-this kind of work? 

• To do this type of work, you should have the ability to learn, 
.*Vthe skill to perforrn, and the interest in doing rn6st:;of the follow- 
ing it^ms. Not all items. are important to every job. 
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Compute and record numerical rdata correctly, 

• Know standard systems and procedures for keeping com- 
plete records. 

• Move eyes, hands, and" fingers together to use computing 
maichines or . to enter figures in a ledger. ' 

• Adapt to routine and detailed work. 

Read and copy large amounts of numbers without error. 

• Plan and oversee the work of othrft-s. , 



WORKER 
REQUIREMENTS 
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Do you have or can you develop these skills, abilities, and interests? 

Your answers to the following questions will help you decide. 

• Have you had business or general math courses? Do you 
like working with numbers? 

• Have you 'taken bookkeeping or accounting courses? Are 
you interested in these fields? 

• Have you balanced a checking account or figured interest 
rates? Have you helped work out a budget? Are you quick 
to spot errors in math? 

• Have you served as treasurer for a school or local group? 
^~©id-.youp-4Pecords_balanee-at"the=^ 

• Have you held a summer or part-time office job that involved 
working.withrnumBei's? Do you. think you would like routine 
work of this kind? - 




erIcm 



Invoice control clerks need finger coordinat 
they read large quantities of numbers. 



to operate an adding niachjjp^s . 



MAThEMATICAl dCTAll 



How.^an you prepare for and enter this kind of work? 

' People able to compute basic arithmetic Cjah enter ihaiiy of ^ 
these Jobs. Workers receive on-the-job training for the specific > 
tasks involved. However, some jobs , require prior training in?, 
bookkeeping- accounting, or business math; Hi^ schools arid 
business schools offer/this- type of training. 
Federal government jobs usually require entrance tests. 



07.02 

PREPARATION 



What else should you know about thelci jobs? 



'^ces do a variety oficqlripiiting tasks, Tliey 
,may haveJO^'keep all numerical records for a business or agency. 
Prior training and experience is usually needed for' these jobs! 

Largi^ offices may divide the duties among many workers. 
Workets in these settings may do the same thing every day. 
People with little or no experience may be hired for these jobs. 



OTHER 



QprsiSIDEFiATIONS 



QUALIFICATIONS PROFILE 

The following information is a summary of the, traits and 
qualifications related tip the workers in this group; As you re 
it, try to relate your 'own interestSi abilities, aptitudes, 
preferences to these worker traits. 




WORK ACTIVITIES _j 

: Workers generally prefer the following; 
types .Of wbrk activities. : ; V ' ■ 

1. Activities deaiing with things and. objects. 

2. Activities involving business contact. 

.3. Activities of a routine, definite, organized nature; 
9. Activities involving processes, methods, or machines. 



WORK SITUATIONS' . 

Workers are .willing to.- adjust to the 
following. types of work situations. 
■ 2. Performing routine. tasl<s. • ' 
8. Malting decisions using standards that can be rflea- 
' sured of checfted. ■ 
10. Working, within precise limits or standards of accu- 
racy. ■' ■ •■ ■ • . 
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WORKER FUNCTIONS 



These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. . 

■•/ ; Low Avg. High 
DATA □ ■ □ -Compirmg. 

PEOPLE . B - Speaking/ Signaling ' 

THINGS □ ■ □ -Operating/ ' 

Controlling 



PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physical activities. 

S Sedentary work. 

L Light work. 

4; Reaching, handling, fingerings and/or feelirt|^ ,.. 

6. Seeing. ' 



IVIAThEIVIATlCAl cIeTAiI 



GENERAL EDUCATIONAL ' 
DEVELOPMENT (GED) ^ - ^ 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
|)erienGe, or self-directed study. There are 
sue GED. difficulty levels, ranging from the 
most complex (6) to the simplest (1) . The 
following statement!: .explains why these 
wotkers need the GECi level 3-4. 

Workers, use personal judgment and math skills to 
keep financial' records and compute numbers accurately. 
They carry out instructions presented in written, oral, or 
diagram form:^These "workers deal with a variety of con- 
crete variables sugh as numeripal record-keeping systems 
and office machines! r 



WORKING CONDITIONS 



Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 
I Inside; 

APTITUDES 

These levels of aptitudes (ability to- 
learn) are related to the average success- 
" ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 
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Aptitudes 



G- General 
v.- Verbal . 
N - Numerical 
Q - Clerical Perception 
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Low 
5 



^Levels 
to 

4 3 2 



High 
I 



3 

3' 
3 

3-2 



PREPARATION^ AND TRAINING 

Workers usually gain the conipetencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education aiid training programs 
or through work experience. 



Entry and Advancemeiit Information 

£ -To enter some occupations workers only need the 

required, competencies and credentials. . i 

A - To advance to some occupations workers not onljr/ 
need the required competencies and credentials , 
but also related work expedience. 



'24^' 
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Related Formal Training P^grams ' 

Woi'kers usually gain the competencies 
and credentials they need to enter occupa- 
tions iii this group in the following ways. 



T— Technical and business college , coljrses in the 

clerical and office field, 
V -- Vocational school business courses/ .: 
NFT-Some occupations in this group have no related. 

formal educatiort or training programs. ... 
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Training Time 



Occupations in this group may require 
f^om over i month Up. to and including 2 
years (SVP 3, 4, 5i 6) . 

^ Related (High School Level Cou(ses 

The following high school courses are 
helpful in preparing for the occupations 
^ in this group. %' . c, 

• Language Skills, Basic Math Skills. 



OCCUPATIONS IN MATHEMATICAL DETAIL 
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Financial detail is work requiring math 
skills as well as an ability to deal wit^ the 
public. Workers in' this gi'oup also keep 
records and supervise the work of others. 
Jobs in this group are found where money 
is paid to -.or received froni the public. 
Banks and other financial institutions also 
employ workers in this group. 

- ^ ' . '■■ '>•' . .•' . ■ v 

WORK PERFORMED > 

. What would you do as a worker in this 
^ group? ■• 



■■ ■• . ^ ■/ ■ ■ -^^ ' 

You ^yould pay or receive money and ; 
keep account of such exchanges. You \ 
would perform one or more of the follow- 
ing tasks. /-'^ 

• Receive rnoj^y from customers 4rid . 
V compute pa^^hts and interest. 
•1 Compute airf aire ' and sell airline 

tickets. ^ ' 

Compute cos^for items, receive cash, 
and make change. . J \ 

• Cash winning (tickets at a raqp tracks . 
•^ Record bids for items and collect ,de- . 

posits at an. auction., . 



7 



,Jhese workers must make their records and the money reeeive'd from custoixiers 
balance each day. . " . . ' ' . . ' . : 



What skills, abilities and interests would help you succeed in 
this kind of work? \ 

' .To do this type of work, you should have the. ability to learn, 
the skill to perform, and the interest in doing nnost of the follow- 
ing.itenis. Not all items are important to every job./ 

• Use math skills to compute costs and make change. 

• Keep records according to a set' system. 

• Use eyes, hands, and fingers to operate an aiiding machine 
' . or cash . register. , * , . ' , . ' 

• Use tact aiid courtesy iri dealing with the public. 
, • Adapt to routine work and set procedures. 

Plan and oversee the work of others. ' 



WORKER 
REQUIREMENTS 
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Financial (IetaiI 



CLUES 



Do you hiaye^r can you develop these skills, abilities, and interests? 

Your answers to the following questions will help you decide. 

• Have you taken a course in bookkeeping or accounting? Do 
you like working with numbers? 

• Have you used a calculator or adding machine? Do you like 
■ operating such equipment? 

• Have you balanced a personal' checking account? Did the 
balance agree with the bank statement? 

• Have you served as treasurer for a school, church, or club? 
Did your regards balance at the end of your term of officie? 

• Have you sold anything to the public? Can you make change 
rapidly and correctly? 



m m 



1 



Amfirican Bankers Associat'ton 




VP 
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Would you enjoy the public contaet required of a bank tetler? 




How. can you prepare for and enter this kind of work? 

. Basic math skills are required for entering many of these jobs. 
WorkeFS receive on-the-job training for specific tasks. Some jobs 
require formal training in bookkeeping, typing, or other business^ 
subjects. This training is offered in high schools and in/com- 
mercial or business schools. 

Applicants usually need to take a civil service test to enter 
government jobs. 



PREPARATION 



WhatjBlse should you know about these jobs? ^ 

Workers in this group oft^n work after a firm closes to the 
public; They must nrtake their cai'sh and records balance each^day. 

Workers who handle money rriay have to be bonded to insure 
their honesty. . ' 



OTHER 
CONSIDERATIONS 



■ The following informaticin . is a summary of the traits and 
qualifications related to the w^orkers. in this group. As you read 
it, try to relate your own^ interests, abilities, , aptitudes, . and 
preferences to these worker traits. 



QUAtlFICATJONS 
PROFILE 
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WORK ACTIVITIES ^ 

Workers generally prefer the following 
types of work activities. • ; 

1. ' Activities dealing with things and oijjects. 

2. Activities involving business contact. 

3. Activities of . a routine, definite, organized nature. 



WORKING CONDITIONS 

Workers iieed to adjust to the follow-' 
ing physical surroundings and working 
conditions. . ' 

r Inside. .. ' 



yVORK SITUATIONS 

Workers are willing to' adjust, to the 
following types of work situation's. 

4. Dealing with people. ^ 

8. Makingidecisions usirig standards that can be mea.- 

sured or checked./ . 
id. Working within precise limits or standards of accu- 
. racy 



WORKER FUNCTIONS 

These .may be the most difficult func- 
tions workers perform when dealing with 

data, people, and things. 

■■ ■ ' ^ ' ■ ■■■ 
.■ Low Avg. High 

DATA □ ■ □ - Compiling. 

PEOPLE ■ □ d - Speaking/Signaling 

THINGS □ ■ D -Operating/ ' 

Qontrolling 



PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physical activities. 

S Sedentary work. ; . . : 

L Light work. . • 

4. Reaching; handling, fingering, and/or feeling. 

5. Talking and/ or hearing. . 

6. Seeing. : . ' . 



APTITUDES 



1 



These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in, this group. 
Levels are rated- on a 5 to 1 scale. 



Aptitudes 



G - General . 

Verbal 
N - Numerical 
Q -^jClerical Perception 
F - nnger Dexterity 



Levels ' 

Low 'to High 

.5 4 -3 2 l'.- 

3 

• 3 

■ 3 ■■ ■ . . 
4-3 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the ger^eral level of learning and 
reasoning acquired through schqpls, exr 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 3-4. 

Workers' use personal judgment along with basic math 
skills to collect and distribute money and to keep records 
of monetary transactions. They Interpret instructions 
usually presented in written form. These workers deal 
with concrete variables such as ticket sales, calculators, 
and gambling transactions. 



Financial dcTAil 



PREPARATION AND TRAINING; 

Workers usually gain the competencies 
and credentials they need to enter" or ad- 
y^ince -to occupations in this group through 
formal education and training programs. 
OF through work experience. 

Entry and Advancernerit Information" 

.' E- To enter most occupations workers only need ttie 
required competencies and credentials. 

Related Formal Training Programs 

Workers usually gain the competencies, 
and credentials they need to qnter occupa- 
tions in this group in the following ways. 
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V - Vocational school courses in distributive education 

or general clerical field. . 
NFT- Most occupations in this group have no .related 

formal education or training programs. 



Trainiiig Time 



Occupations in this group may require 
from 30 days up to and including 2 years 
(SVP 2, 3, 4, 5, 6). 

Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 

• Basic Math Skills, . 



OCCUPATIONS IN FlrjO^NCrAL DETAIL 




Auction Clerk 

Cashier! 

Cashier 2 

Cashier-Checlter 

Cashier, Gambirng 

Collector / 

Coupon-Redemption Clerk 

PostOffice Clerk 

Supervisbr,.Ticket Sales 

Teller 

Teller 

Teller, Note 
Ticket Agent 
TTcket Seller 



294.567.010 

211.362-010 

211:462-010 

211.462-014 

211.462-022 

241.367:010 

290.477-010 

243;367-014» 

238.137-022 

211.362-018- 

211.462 034 

211.362-026 

238.367-026 

211.467-030 
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pROCESsiNq: s 




Information processing, as, used here, 
is speaking vvith people as a main job task. 
Some workers in this group use telephones, 
radios, or the telegraph. Busihesses, insti- 
tutioris, and government agencies employ 
most of these work^fs in their offices. 



Ypu would ask questions or give infor- 
mation to others. You would perform one 
or more of the following tasks! 

• Interview people and compile infor- 
mation. 



WORK PERFORMED 



What would you do as a worker, in this 
group? 



American Telephone and Telegraph Co. 



• Give information to bus or train 
travelers. 

Qperate a telephone switchboard. 

• Register hotel guests and assign 
rooms/ 

• Receive callers at an office and direct 
them to the proper area. 

• Use a radio to^ receive trouble calls 
and dispatch repairers. 

• Register park visitors and eneH^m 
rules and hazards. 




erIcv 



What do these two job^aveJn common? 



INrORMATION pROCESSINq: spEAkiNq 
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1. 




United Airlines 

Airlines employ reservation sales agents to help custonriers arrange flight 
schedules, r, . 



What skills, abilities, and intjerests woiild help you succeed in 
this kind of work? 

To do this type, of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items! Nol: all items are important to every job. 

• Use tact and coilrtesy in dealing with^e public. 

• Speak clearly. ■ 

• Give, directions that are easily understood. 

• Use a typewriter to complete forms. 

• Change often from orte type of task to another. 

• Plan and oversee the work of others. . » 



ERIC 
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WORKER 
REQUIREMENTS 
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PREPARATION 



^Do^ou have or can you d^elop these skills, abilities, and interests?. 

Yoiir answers to the following questions will help you decide. 

• Have you tajcen business courses? Did you like them? 

• Have you taken courses in speech? Do you have a clear 
speaking voice? Do you use good grammar? 

• Have you worked in a school or community survey? Do you 
enjoy meeting and interviewing people? 

• Have you operated a citizen's band radio? Do you like to 
use the equipment? - 

How can you prepare for and enter this kind of work? 

People who enter these jobs usually have a good vocabulary 
and like contact With people; High school courses in typing or 
sales are helpful. Employers frequently provide on-the-job train- 
ing ranging, from one nionth to two years. General education or 
business training beyond high school improves chances for pro- 
motion. Applicants usually need to take a civil service test to 
enter government jobs. 
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Loan interviewers must 
be able to ask questions 
with tact and courtesyV , 



2K 



4 



INFORMATION pROCESSINq: SpEAkiNq 



WTC 



07.04 



I' ■ v OTHER' 

What else should you know about these jobs? , . ' wint 

. Wprkere in smaU offices may Id^ assigned a variety of tasks.^ CONSIDERATIONS 
Jobs in large offices are often specialized. 



QUALIFICATIONS PROFILE * 

The following information is a sumrnary of the traits and 
qualifications related to the workers in this group. As you read 
it, ,try to relate your own interests, abilities, aptitudes, and 
'preferences to these worker traits. 



WORK ACTIVITIES 



WORKER FUNCTIONS 



/Workers generally prefer the following 
types of work activities. 

2. Activities involving business contact. . " 

3. Activities of a routine, definite, organized nature. 

6, Activities involving the communication of ideas and 
information. 

9. Activities involving' processes, methods, or machines. 



These may ^e' the most difficult func- 
tions workers ^)erform when dealing with 
data, people, and things. 

Low Avg. High 
DATA , □ ■ □ -Compiling 
PEOPLE : ■ □ . □ -Speaking/Signaling 
THINGS ; n ■ . □ ■ - Operating/ 

Controlling 



WORK SITUATIONS 



t?HYSlCAL DEMANDS 



vWorkers are willihg to adjust to the 
following types of work situations. 



1. 

. 4. 

erJc 



Performing duties which change frequently. 
Dealing with people. 

Making decisions using standards that can be mea- 
sured or checked. 



Workers must be able to perform the 
following types of physical activities. 
S Sedentary work. - . 
L Light work. » ' . 

4. teaching, handling, fingering, and/or feeling. 

5, Talking and/ or hearing. 



25n 
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WORkiNG CONDiTIONS 

Workers need to adjust to the follow- 
ing physical , surroundings and working 
conditions. ; 
I Inside. 

APTITUDES 

These levels of aptitudes (ability to 
learn) .are related to the average success- 
ful performance of workers in this group. 
Levels arie rat^d on a 5 to 1 scale. 



PREPARATION AND TRAINING 



ft) 



Low 
5 



Levels 
to 

4 3 2 



High 
1 




Aptitudes 



G - General 

V- Verbal 

N - Numerical 

Q ^ Clerical Perception 

K - Motor Coordination 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired" through schools, ex- 
perience, or self -directed study. There are 
six GED difficulty levels, ranging .from the^ 
most complex (6) to the simplest 1(1). The 
following statement explains why these 
workers need the GED level 3-4, 

Workers use personal judgment and specialized knowl- 
edge to give information to people orally. They interpret 
instructions presented in written, ' oral, diagram, and 
schedule form. These workers deal with concrete variables 
such as train'and bus schedujes, radio transmitters, and 
radar equipment. v 
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''orkers usually gain the competencies 
and credentials they need to enter or ad- 
Vance to occupations in this group through 



formal education and trairting , programs 
or through work ^perience. , ; 



Entry and Advancement Information 

E- To enter iirost occupations workers only need the 
required competencies and credentials: 



Related Formal Training Programs 







Workers usually gain the competencies 
and credentials thpy need to enter occupa- 
tions in this group in the following ways. 

V,- Vocational school courses in the general clerical 
■ - field, ; ... 
NFT'- Most occupations in this group have no related 
- formal: education or training programs. 



Training Time 

Occupations in this group may require 
from over 1 month up to and, including 4 
years (SVP 3, 4, 5, 6, 7) . ' \ 



Related High School Level Courses 



The following high school courses are 
helpful in preparing for the occupations 
in this group. 

• Courses required for completion of high school. . 
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OCCUPATIONS IN INFORMATION PROCESSING: SPE/^^ING 



■X.--: 



1.. If 



,V:vli«iiiiiliiilart^^ 



iTj Bin mdtroll^^^^ 
■mfl^B^n^ Aids 




205.137-010 
193.262-010 
235462-010 
1235.132-010 • 
205.367-014 
205:362-010 
247.367-010 
241357-010 
235.662-014 
209.262-010 
205.367-022 
959,161-010" 
235.662:018 
193.262-014 
932.167-010 
913.167-014 
959.137-010 
239.367-014 
379.362-OiO 
959.167-010 
248.367:026 
19.162-010 
.367-030 
169.367-010 
205.362-014 
452.367:010 



Hotel Clerk 
Information Clerk 
InformationQerk 

.UcenseXlBrk;:';V ■ : ' 

■ loan Int^eiiwrN v;. '-''^.c 
Order Clerk; Food and Beverage . 
;Pollee,Alde :/'i;.fv::-:;;:.l.:.:-', 
Pdliqrholdar-informatioh Cierii : 
Public Heatth Register 

Radio Olficer ^,"^;:v:;:v 
' Receptionist;':/''' 

Recreation^FadlHr Attendairt 
'Registration Clerk^;' '■ '" 
\RMerval^on»'Agent^';■■^ ;:/^ ^-r/'/-- ;■■ ■ 
'Seifwice'ClerIt ■ 
;'SkipTracer:' :'^'-'::y-. \ ^'1:1 
[ Supervisor, Survey Workers 
" Survey Worker ; . 
; Taxicab:Starter: /; 
^'Telegrapher.. :■' ;, ;" .■;■'.'■; 

Telephdhe^AnsweringT^ervica Operator 

Teleplione Operator 

Telephone Operator, ChlefO^^^'^^^^ ■ • 
' Train Diispatcher/ ,';;. S^--:'-- 

TravetClerk 



238.362-Oid ; 
237.367 
237;3iB7-022^ 
205.367-034 ' 
24i.36W»l8;X 
2iMi567-0l4li 
243^62:014/ 
249.262-0101 
169:i67W& 
i9i2iB2-022|r 
237.36^038 ; 
341:367^010:; 
205:367.042; 
238.367 018 i 
221.367-070 
241.^67-026 
205.137-014' 
205.367-054 : 
:913;367-01^ ; 
236:562-010 ' 
235.662-026/ 
235.662-022 : 
235.137-010 ; 
184.167-262/ 
238.367rO30 
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inForiviation pRocESsiivq: recorcIs 



Information processing, as used here, 
means to compile, review, or maintain 
records. Workers in this group also 
schedule workers and check records for 
accuracy. Jobs in this group are found in 
most offices of- businesses, institutions, and 
government agencies. 



WORK PERFORMED 

What would you do as a worker in this 
group? ' ' . • 

[American Bapker?. Association 



You would follow standard office pro- 
cedures , for - working with various types 
of records. You would perform , one or 
more of the following tasks. 

• Prepare duty rosters for airplane 
flight crews. 

• Review insurance claim forms for 
completeness. 

• Read' a copy of a letter or printed' 
article and mark errors. ' * 

• Ciasisify documents and code them 
for filing. 

• Collect, verify, and file hospital rec- 
ords arid prepare a. summary report, 

• Oversee the work of others." 




, Credit , authprizers must , knowarfd 
follow ;bar|k probedures as they 
analyze loan applications. : ; " 



INFORMATION pROCESSINq: RECORcIs 
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■ Helping pollcyhofders,: 
• • prepariB claims Is part of 
Vthe daily routine of arr 
Insurance clerkv; 




What skills, abilities, and interests would help you Succeed in 
this kind pf woF>k? ^ 

To do this type of 'Work, you should have the ability to learn, 
the skill to perform, and.the'interest 'in doing most of the follow- 
ing items<. Not all iterhs are important to everv/ job. 
- •. Use a specified record keeping system. v 
. • Analyze and classify data according to set procedures* . 

• Gather and record numerical data with accuracy. 

• Ad jusi.tc;^ routine which is repeated daily, 

• Plan and oversee the. work of others, 

• Recognize errors 1n-^V^tuatioh; grammar, and spelling. 



IRKER 
REQlJlR^MENTS 



^41 
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INFORMATION pROCESSINq: RECORcis 



Do you have or can you devlelpp these skills, abilities, and^terests? 

X Your answers to the following questions will help, you decide. 
' • Have you taken business "courses? Do you like to classify 
and file material? , 

• Have you done a library report? Can you locate materials 
quitkly using the card file? /, ^ • - 

: • Have you been an officer in a school, church, 6r social group? 
Did you maintain a file of minutes or correspondence? 

• Have you collected stamps or coins? Do you have theni 
classified andjarranged according to a p^lan? c 




You woulb'\ise the same skills to find 
books In/.a library or patients' records 
in adocTor's*Office, 



ERIC 
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inForiviation pROCCSSINq: RECORds 



How can yotr prepare for and enter this kind of work? 

Most employers prefer wJorkers who have a high school educa,- 
tion or its equal. Some; employers prefer workers who have com- 
pleted business courses. Training for entry into -many of these 
jobs is provided by federal or state programs for unemployed 
and low-skilled workers. 

On-the-job training ranges from a short demonstration t(va 
on6-year program. Some"' employers test ■ applicants' ability to. 
perform or to learn job duties. 
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PREPARATION 



What else should you know about these jobs? OTHER 
Workers in Small offices n^y be^ssigned a variety of tasks. QONSI DERATIONS 
I jobs in large office^ are often specialized. 



QUALIFICATIONS PROFILE 

: The following iriform^^ is summary, of the traits and 
qualifications related to the workers in this groiSp. As yoi^ read 
it^ try to relate jjjoui' own interests, abilities, aptitudes, and 
preferences to these worker traits, _ . , . 



WORK ACTIVITIES 



WORK SITUATIONS* 



. Workers generally prefer the fpUpwing 
types of work activities/ 

:2. Activities, involving Dusiness contact. 

3, Activities of a routine, definitQ; organized nature. 

6. Activities involving the 'communication ^ of id^ 

' information. ' ' v '^^4' ' ' 

ERIC ; : 



• Workers , are i: willing to adjust to the 
followin^*4ypes of \vork situations. ; 
4; Dealing with Vople. 

8. -Makihg decisions using standards that/can be mea- 
sured or checked. " 

10. Workirt^. within precise limits or standards of accu- 
racy. ' • ; . / / • 



1- 
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InF ORMATION pROCESSINq: RECORcIs 



WORKER FUNCTIONS 

These may be the most difR(^ func- 
tions workers /perform when dealing with 
data, people, and things. - • ' 



DATA 
PEOPLL . 
THING? ^ 



D m 
■ □ 
□ ■ 



High 

□ 

□ 
□ 



-Gpmpiling /.v. 
-Speaking/Signaling; 
-Operating/ : 
Controlling . ;. 



PHYSlCAl, bEMANOS 



Wprkers" must . be able to perform the 

following types ^f physical activities. 

S Sedentary work.. 

L Light work. 

4. Reaching, handling, fingering, and/or feelinj 

5. Talkirig^nd/or hearihg. . >j. 



6. Seeing;' 



GENERAL EDUCATIONAL 



JtC. 



DEVELOPMENT (GEO) . 

• GED is .the generaHevel of learning arid 
reasoning ^ac'quired through schools, ex- ' 
perience, or self -directed study. There are 
six GED diflficulty levels, ranging, from the 
most complex (6) to the simplest (1). The,- 
following statement explains why these 
worker? need the GlgD level 3-4. ' 

■ ■:. - ^ ■ .■ \ . 

,,. '-^ ■ • ■ ■ - . • 
Workers apply personal [kdgment and specialised skills ,. 
to process rectjrds of tusiness transactions or to perform 
other clerical tasks. They carry out instTuctions presented ;• 
in written, oral, or diagram form. These workers deal with . ^ 
various types of concrete variables silch as truck routes, 
recordset securities, and inventory control. 



; 'working CONDmONS" ^ 

. • ^ ; • 
• Worked? need to adjust to tfie follow- 
ing physical surroundings and working 
conditions. 
I I Inside. 



APTITUDES 



These levels, of aptitudes (ability to 
learn) are related to the m^erage success- 
ful performance of workers* in this group. 
Levels artf rated on a 5 \o 1 scale. • 



Aptitudes 



G -.General 
V- Verbal . . 
N - Numerical • 
Q - ClericalPerception 
F/- Finger Dexterity 



Low 
■ 5 



Levels 

to 

4 3 2 



High 

1. 



3 

4-3 
4-3 

3-2 
4-3 



PREPARATION AND TRAINING 

^ Workers usually g^n the-competencies* 
and credentials they^eed to»enter.or ad- 
vance to occupations in fliis-^oup through 
formal education and training programs 
'or through work experienc^. 



Entry and Advancement Information 

E To enter most occupations workers only need the 
required competencies and credentials. 

A -To advance to some occupations workers not only 
need the required competencies and credentials 
but also 'related work experience. 



r 
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Related Formal Training Programs 



Training Time 



Workers usually gain' the competertcies 
and credentials -they need to enter occupa- 
tions in this group in the followirjg ways. 



. Occupations in this group may require 
from ovej!" 1 month up to and including 1 
year (SVP 3, 4, 5)/ , / : 



T - Technical school and business coHege courses in 
the clerical field. ' ' / 

V- Vocational school courses in the general clerical 
field.^ s 

NFT - Some occupations in this group have no related 
jormar education or training programs. 



Related High School L^vel Courses 



The following high school courses are 
helpfiil in preparing for the occiipatipns' 
in this gi'oup. '. ' ^ 

• Unguage Skills, Basic Math Skills. 



OCCUPATIONS iN INFORMATION PROCESSIf^G: RECORDS 



Aircraft-Log Cl«rli : ; / 
Asslgninent Clerk 
Cli«cker2 

CiraiMiori Ctork . - ^ 
atiirisCterbl / 
titsslfication Cterk 
Classified-Ad Clerk 2 
Coding Clerk / 
Compiler * 
Control Clerk« Auditing 

gntrol Clerk, Data Pcocessing 1 
rrespondeneesRevlevM^lerk^ 
Credit Aiithorizer 
Crew Scheduler : 
CustbmeiF-Coniplaint Clerk 
V Diet Clerk ^ 
Dlshiurseinent Clerk 
.Dispatdieri Motor Vehicle ^ 
'Expediter \ 
File Clerk 2 
Instirance Checker 
insfirance Clerk 1 
Insy ranee Clerk Z 
Mail Carrier 
MallClerii 
Mall Handler • 
Mailroom Supetvisor 
. Medical:Record Clerk 

ERLC ) 



221.362-010 MedicaPRecord Technician 

215.367^10 Messenger, Bank' 

209,687 010 Qrder Clerk 

209.362 010 Parcel-Post Clerk 

5!4i.362-010 Personnel Clerk ; 
206.387*010 ^ Proofreader ' 

247.367-022 Property Clerk . ; 

209.387-010 Jteservatioii Clerk 

209.387.014 Reservation Cleric . 
209.362-014 j Route^Delivery tierk 

221.382-014 Schedulerp Maintenance 
209.367.018 V Shipping^Orderlng Cieit 

249.367-022 Shorthand Reporter 

215.362-010 Stenographer 

2411367-014 Stenotype Operator 

245.587-010 Stock-Control Clerk^ 

209.367-022 Stock-Control Supervisor. 

249.167-014 Supervisor, Mails ^ 

222.367-018 Supervisor, Personnel Clerks 

206.367-014 Supervisor, Steno Pool 

,219.482-014 Tapelibrarian 
219.387-014.; TItJe Searcher 

205.567-010 Traffic Clerk 

230.367-010 trainClerk 

209.587-026 Transportation Agent 

209.687-014 Travel Counselor, Automobile Club 

209;137-010 Yard Clerk 
245.362010 ■ : . / 
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b79.J67-014 
230.367-014 
249.367-054 
"222.387-038 
209.362-02r 
209.387-030 
222.367-054 
238.362-014 
238.367-014 
222.587-034 
221.367-066 
219.367-030 
202:362-010 
202.362:014 
202.362-022 
219.367-034 
221.137-038 
^243.137-D10 
209.132-OlQ 
202.132-010 
206.387-030 
2q9.367-046- 
221.367-078 
'219.462-014 
912.367-014 
238;167.014 
209.367-054 
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cUrICaL M Aclf 1 NE OpER AT I ON 



Clerical machine operation involves the 
use of business machineslo record or pro- 
cess data. These machines are used to type, 
sort, compute, send, or receive data. These 



jobs are found wherever large amounts of 
data are processed, sent, or received. Biisi* 
nesses, industries, and government agen- 
cies employ most of the workers in this 
group. 



standard Oil Company 




ERIC 



the speed with which teletyped messages 'are sent 
and recqived helps, a company operate more effi- 
ciently. 



WORK PERFORMED CT . 

What would you do as a worker in this 
group? f 

You wouM operate one or several ma- 
chines tq-^cord, process, send or receive 
data. You would perform one or more of 
the following tasks. 

Type letters and reports. 
Set type for printed materials. 
Pi o(:(3^ financial records using _a 
bookkeeping machine. 
Enter data onto computer punch cards 
or magnetic tape using a keyboard 
machine. . 

Enter data onto a computer using a 
computer terminal. 
Send and receive messages usin^ tiele- 
graphic typewriter. 
Operate a telephone switchboard. 
Supervise and plan the work of cler- 
ical machine operators. 
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A monotype operator needs keyboard accuracy and finger dexterity to perform 
well. 



What skills, abilities, and interests would help you succeed in 
this kind oPwork? 

To do this type of work, you should have the ability to learni 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job, 

• Move eyes, hands, and fingers together, to operate a type- 
writer or otfier keyboard machine. 

• Adjust to routine work, 

• Maintain- a high degree of accuracy. 

• Know bookkeeping and billinjg procedures. ' . 

• Know specific systems and procedures for operating a com- 
puter terminal, * , 

• Plan and) oversee the \york of others. 
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Do you have or can you develop these skills, abilif tes, and interests? 

Your answers to the following questions will help you decide. 

• Have you takien Qpurses in typing? Were you average or 
better in speed and accuracy? Do you like to type? 

• Have ypu worked as an office helper at school or somewhere 
else? Did you type or operate any office machines? Was your 
work accurate?, 

• Have you used a pocket calculator? Was the keyboard 
arrangement easy to use? 



U. S. Environmental Protection Agency 
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Computer operators learn to type commands into computer consoles in voca- 
tional and technical schools. O f> ^ 



cUrICaI MAchlNE ODERATIOri 



How can you 'pre'p^'^e for and enter this kind of work? 

Most of these jobs 'require a high school education or its equal. 
Spelling and gramniar skills are important to enter some jobs in 
this group, Basic math skills may also be important. Employers 
may prefer workers who can cflerate several clerical machines. 

Some, employers provide machine instruction and on-the-job 
training. Vocational and technical schools offer courses to pre- 
pare operators of keypunch machines and computer terminals. 
These courses are three months to one year in length. Applicants 
with some type of training usually have better chances for 
employment. 

Experienced workers with leadiership ability niay become 

^ ' . ■ ' ■ 

isupervisprs. ^ 
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What else should you know about these jobs? 

^ Large offices usually have enough work to keep machines 
operating all the time. In small offices, machine operators may 
also do a variety of other clerical tasks. 



OTHER 
CONSIDERATiONS 



QUALIFICATIONS PROFILE 



The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. 



WORK ACTIVITIES 

. • s ■ ■ 

Workers generally prefer the following _ 
types pf work activities. 

1. Activities dealing with jhlngs and objects. 

3. Activities of a Toutirie, t|€[{inite,' organi?ed nature. 

9. Activities involving pro^^sses, methods, -or machines. 



WORK SITUATIONS 

• Workers are willing to adjust to -the 
following types of work .situations. 
2. Performing routine tasks. 
, 4. Dealing with people. 
8. Making decisions using standards, that can be mea- 
sured or checked, 
10. Working within precise limits or standards of accu- 
racy. • ' 
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WORKER FUNCTIONS ^ 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 

Low Avg. High 
DATA ' • ' □ ■ □ -Compiling 
PEOPLE ■ □ □ -Taking Instructions/ 

Helping 

THINGS □ ■ □ -Operating/ 

Controlling 

PHYSICAL DEMANDS . 

* ■ - ' • ' ' ' ' 

Workers must be able to perform the 
following types of physical activities. 
S Sfidentary work. 

4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/ or hearing. 

6. Seeing. 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. . , 
1 inside. . 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 

» 

ful performance of workers in this^group. 
Levels are rated on a 5 to 1 scale. 

J.evels 

Low to ■ High 
5 4 3 2 1 

3 

- 3-2 
3-2 

.3 ' 
4-3 



Aptitudes 



«G -7 General 
Q -"^Clerical Perception 
K.- Motor Coordination 
F - Finger Dexterity 
M - Manual Dexterity 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GE;I^ 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self -directed study. There are 
six GED difficulty, levels, ranging from the 
most^omplex (6). to the simplest (1). The 
following statement explains why these 
workers need the' GED level 3- 



Workers use basic mechanical skills to operate clericaK 
machines that compute or copy numbers or words. They 
follow operating instructions which are presented in writ- 
ten, oral, or diagram form. These workers deal with con- 
crete variables such- as conlputer terminals,- typewriters, 
and bookkeeping niachines. ■ s- 



PREPARATION AND TRAINING 

^"Workers usuaUy gain, the conipetencfe^ 
and credentials tfiey need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

Entry and Advancement Information 

E - To" enter most occupations workers only need the 
required competencies and credentials. . 

Related Formal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
' tions in this group in^he following ways, 

T - Technical school and business college courses in 

the clerical, field/ 
V - Vocational school business and office courses. 
NFT - Some occupations in this group have no related 
/ formal education or training programs. 
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Training Time 



Related High School Level Courses 



. Occupations in this group may require The following high school courses are 
from over 3 . months up to and including. ? helpful in preparing for the occupations 
2;years> (SVP 4, S.ie) . in this group. 

I . • . . ' ^ • Basic Math Skills,: Language Skills. . , , 



dCeUPATIONS IN CLERICAL MACHINE OPERATION 



Mdlng-MadiiRfl Operator 216.482014 

Blinnc-MadiincOiMntQr 214.482-010 

Onk'Typist 203.362-010 

■CommitarOparator 213.362-010 

Cofflputar-Partplwral-Equiliiment Operator 213.382-010 

tiatoiypirt r . 203.582-022 

FoodChaekar .^v^^^^ .211.482-014 
Keypunch Oparator: / - •, 203.582-030 

Untttypa Operator 650.582.010 

Magiiatic-Xape-Typewriter Operator 203.582-034 

Monotype^Keytioard Operator 650.582014 

Phototypesetter Operator 650.582 022 



Proof-Machine Operator 217.382-010 

Supervisor, Computer Operations . 213.132-010. 

Supervisor, Machine-Records Unit 213.132-014 
Supervisor, Telegraphic-Typewriter Operators . 203.132-010 

Tabulating-Machine Operator 213.682-010 

Tele^aphic-Typewriter Operator 203.582 050 

Tratwcriblng-Machlne Operator 203t582-058 
TransltCtcrk . 217.382-014 

Typesetter- Perforator Operator 203.582-062 

Typist 203,582-066 

Varitype Operator 203.382-026 

Verifier Operator 203.582-070 
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JobiS in this group involve performing 
. clerical duties requiring little specific 
preparation or skill. These duties are to 
. file, sort, copy, route, or deliver datal Most 
large businesses, industries, and govern- 
ment agencies employ these workers. 



WORK PERFORMED^ 

What w(ould you do as a worker in this 
group? ' 

You would do routine clericcd work. You 
would of ten be assigned to a specific set of 
tasks. These tasks might vary op stay the 



same. You would perform one or more of 
the following tasks. - ■ 

* ■ ■ . ' >■ t ■ ' ■ 

■ % 

, ' ' ■ " ' ■■ • 

• Wrap, inspect, weigh, arid mail pack- 
' . ages, 

• Record cash on delivery charges or 
insurance rates on packages. 
Receive, sort, and route mail or mes- 
sages. 

• File records and docum^ts, 

• Keep office workers /supplied with 
> paper, pencils, and typewriter ribbc 

• Record information about incoming 
or outgoing shipments^ 

• Supervise the work 





The majority of the 
postal clerks empjjc^yed by 
the government. 
Incoming ^ntToutgomg 
mall. 



er|c2 



ir. S. Postal Service 



2'?o ^ 



V 



U. S. PostaV Service 



Large companies employ workers. to 
sort incoming mail and messages and 
prepare outgoing . letters . and pack- 
ages for. shipment. - 
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What skills, abilities, and interests would help you succ< 
this kind of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform/ and the interest in doing most of the follow- 
ing items. Not all items. are important to every job. 

• Perform clerical tasks that do not require special skills. 

• Follow directions and set procedures. 

• Keep correct records and copy numbers without error. 
Adjust *to' routine work. 

• Work with others as a member of a team. 

• Plan and oversee the work of others. 



WORKER 
REQUJREMENTS 



ERIC 



271 



253 



bo you have or can you develop these skijl^, abilities, and Interests? 

. Your Answers to the followmg questions \yiir help you decide. 

• Have you worked as an office helper at school or somewhere 
else? Did you run errands for teachers or office stdff ? 

• Have you kept a checking account for yourself or for a dub 
or group? Did you keep correct records? Do you enjoy this 
type of detailed work? 

• Have you helped put papers or cards in order according to 
the' alphabet? Do you mind doing routine clerical tasks? 

. ■ ^ ■ ■ ■ ^ . .... . _ 

• How can you prepare for and enter this kind of work? 

Many of these jobs require basic arithmetic and English skills. 
Most employers provide on-the-job training. However, high school 
level commercial coupses are helpful in gexting these jobs. Federal 
government jobs usually require applicants to take entrance tests. 

For jobs in this group, employers sometimes hire workers who 
have clerical training but no experience. Employers, then select 
workers from these entry jobs to fill openings in higher level 
jobs. As a result, these jobs are often a starting, place for pro- 
motion to other types of office jobs. 

Amerrcan Bankers Association y 



Could you follow set 
filing procedures and 
adjust to routine work? 
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. What else $hould you Know ^^a^^ 

Jobs in this ifroiip are a*source of employment for people want- 
ing part-time. work. Although the pay is often loW,- experience in 
'these jobs can be valuable for advancement. 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE 



The following 'information is a summary of . the traits and . 
qualifications related to the ^yo^ke^s in this group.. As you read ^ .' 
it, try to relate" your own interests, abilities, aptitudes, and \ 
preferences to these worker traits. ■ 



WORK ACTIVITIES 

Workers generally prefer the following 
types of work activities. 

1. Activities dealing with things and objects. 

3. Activities pf a routine, definite, organized nature. 



WORK SITUATIONS 



Workers are willing 'to adjust to the 
following types of work situations. 

8. Making decisions using standards; that can be mea- 
sured or checked. ■ 
10. Working within precise limits or standards of accu- 
• racy. 



WORKER FUNCTIONST 



These may be the^ most difficult func- 
tions workers perform when dealing with 
data, people, and things. 




DATA 
PEOPLE 

ERIC 



Low /Jvg. High 

■ □ □ -Copying 

■ □ □ ^—Speaking/Signaling 

■ □ □ - Handling 



PHYSICAL DEMANDS 



Workers must be able to perform the 
following types of physical activities. 

• S Sedentary work. . .. 

L Light work. ^ * 

4. Reaching, handling, fingering, and/or feeling. 

6. Seeing. • ■ 



WORKING, CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 
I Inside. 

APTITUDES 

These lievels of aptitudes (ability to 
learn) are related to the average success- 
I fur performance- of workers in this group. 
\Levels are rated on a 5 to 1 scale. 



Aptitudes 



.n> 



G-GeneFfll 
V- Verbal 

Q - Clerical Perception 
.F - Finger Dexterity 
M(£ Manual Dexterity 



Uvels 

Low to High 
5 4 3 2 1 

.4-3 ~" 

4-3^': 

. 3 
4-3 

• ■ -4.-3 
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GENERAL EpUCATIONAL 
DEVELOPMENT (GED) 

Gi:g:is the general level of learning and 
, reaso&itjg^?ac<iuirett t^^ schools, ex- 

peHeneC: or self-directed study. There are 
:.?ix:,G^ levels, rangiM»om the 

■:,j|iidi^t.TCO^m^^ to the simpl^Pfl) . The 

''•fc^ioyiring s^ explains why these 

workers need the GED level 2-3. 

^VtWorHers use common sense to carry out instructions- 
Mi^qluing easy clerical tasks. They mail packages, receive 
:and:s.eh collect coins from machines. 

''M':^-. ■ . ' • ■ ■ ' V .. V 



PREPARATION AND TRAINING 

Workers usually gain\the compfetencies 
and credentials th'ey need to entfer of ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



Entry and Advancement Information 

E"To enter most occupations workers only need the 
^ % required competencies and credentials. 
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Related. Formal Training Programs 

Workers usually gain the competencies' 
and credentials. they needj^to enter occupa- 
tions in this group in the following ways. 

V- Vocatiqnal school courses in the general clerical., 
field. . > 

NFT - Most occupations in this group have no related 
formal education or training programs." * .• 

Training Time . 

Occupations in this group rnay require 
from 30 days up to and inclilding 3 moitlths 
(SVP:2,3). , 

Related High School Level Courses 



, : The following higft school courses are 
heipf ui in preparing for the beclipatioris- 
in this group. . 
• Courses required, for completion of high school. 

OCCUPATIONS IN 



CLERICAL HANDLING 



Addreisser-' : 

Advertising-Material Distributor 
Ciieclier l . 
Clerk, General 
Collator - 
Deliverer, Outside 
Distributing Clerfc . 
RfttJIerkl J - 
Mailrqbm Supennspr '. | : 
MesiengerjiCopy V 
Officellelpflr ' •: 

Routing Cierk 
■Sorter ■ . 
Teacher Aide 2 



209;587-010 
230:6a7-0I0 
222.687-016 
209.562-010 
6S3.68r-010 
230.667-010 
222:587.018 
206.362-010 
222^3702^ 

239.567-010 
249.687-014 
222687-022 
209.687-02i2 
249.367-0)4' 





\, This: is an interest in influencing others through sales' 
ajrid pfoniotional techniques, . ^ 

^ You can satisfy thjhs interest in a wide variety of sales 
jobs. You may enjoy selling technical products Or services. 
Perhaps' you may prefer a selling job which requires less 
background knowledge, You may enjoy dealing with busi- 
ness and industrial workers, Ypii could seek aT^Db in whole- 
sale sales. You may like to deal with the general public. 
You could work in stores, .sales offices, or in customers' 
homes. You may prefer to buy and sell products to make 
a profit ' , . 
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Technical sales are the selling of tech- 
nical equipment such as industrial ma- 
chinery. Jobs also include the selling of * 
insurance and services. Some workers in 
this group buy as Avlbll aS. sell. Wholesale, 
service, insurance, aiid other private fjrins 
employ workers in this group: : y,,:: 



WORK PERFORMED , 

What would you do as a worKer in this 

■ •■ ■■ ■-■ / ■ ":- .■ ■ ■ ■.- .■ • ■• 

group? . ■ ■. : . • 

You 'Would use speaking, sfcp^'^lo' 
sell products, materials, ^^^J^ 
vices,. Extensive knowleSg 
' you ^l3uy or sell \yould be 



This ^insurance rei5rese 
have first cdrVtacted \t\ei 
th^irhome. 




would perforni one 6r more, of the follow- 
ing tasks. ' ■ ! ' 

#, Call on doctors and drugstores to pro-, 
mote the sale and use of new drugs 
. and medicines. ' / / 

• Select and purchase goods for a 
department st(Jre7 / 

• Gall on industries, companies, and 
professionals in their places of busi- 
ness. ■ ' ' ■ ; ' 

: # iPrbvide technical 'information about 
th€\ product, material, equipment, Or 
service sold. 

• . ^ **** 

• Explain the use and maintenance o£ 

' construction equipment to contractors. , 
Sell insurance to people. 

• Advise customers of their need for^ 
the products or services you sell* 



/e may 
jents in 
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Department store buyers must^be able to judge the quality of the goods they 
purchase. '. ^ 



V What skills, abilities, and interests would help you succeed in this 
: kih(l of work? . . 

To do this type of work, you ishould, hay^'the'^abili^^^^^ to leclrh, 
the skill to perfbrm, and the interest in doilig.niost o^ the follow- 
ing it^ms. Not all items ai^e important to every job. : 

. • Ijearn .technical information about the products you sell. > 

• Explain technical informatic^ to others. 

.* Gain the! triist of others through your attitude and behavior. 
; • Kjiow'cred^^ Joules and^when it is.best to .buy or sellJ 

• Plah'md prepare complex sales contracts di" purchase orders. 

• Note errors in figt^es or wording in contracts or purchase 

• orders. " 
Plan and manage your own time and work. 

ERIC- " V ■ 
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Do you have or can you develop these skills, a^Hitiies, and interests? 

Your answers to the following questions will help you decide. 

• Have you taken business or sales, related subjects*in school? 
Did you like the courses? 

• Have you attended auctions? Can you pinpoint, in advance, 
the items which sell for the highest bid? Do you like to esti- 
mate the c6st of items? 

• Have you purchased. items and sold them to make money? 
Were your profits' what you expected them to be? Do^you 
enjoy doing this type of activity? 

• Have you made speeches or been in diebates? Do you enjoy 
presenting ideas to people? 



» Have you-worked^as-^-sal^ 
sales work? 



70 you enjoys — 



American Textiles Manufacturer's Institute, Inc. 




Wocifd y6u enjpy travQiihg 
to call on clients? 



Sales representatives 
^tist have a thgirough 

knowledge of the prod ticts V 
. they seH In order to inform 

general sales workers/ ; 
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How^ can you prepare for and enter this type of work? 

The most, common way to prepare for this work is to obtain 
a, two- or four-year degree. A major in business administration, 
marketing, or a related field would help prepare workers for 
these jobs. A degree in engineering, chemistry, or physics may 
'help worlfers sell technical products. Workers with related work 
03ipferience a;nd a high school education or- its equal may be ad- 
vanced to these jobs-. ' , 

Most employers give new workers formal and informal train- 
ing'. This- training helps workers learn the policies, methods, and 
details of their \york. The training period may last up to one year. 

Jobs in real estate or , insurance often require the worker to 
. have -a state or local license. These licenses are usually obtained 
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PREPARATION 



by passing a' written test. 



What else should you consider? 

Most of the jobs in this group require workers to meet new 
persons; Some jobs involve traveling much of the time. jMany 
workers are under pressure. They must make important deci- ^ 
sions. These decisions affect sales or investments involving^arge 
Slims of money. 6» C , 

Some workers receive a salary. Others work" bh a commission. 
This commission is usually a percent of the price of the goocte^ . 
services sold. Some workers own their own -businesses. Ui^ually f 
these, owners reeeiyev little more than living expenses until the 
businesses show a profit - 



OTHER 
CQNSIDERATIONS 



, The following iiifornlation is a summary of the traits and 
qualifications rel^ejd to the workers in this group., As you xecia 
it/ try to relate your: own j interests, abilities,^ aptitudes, and 
preferences to these worker traits* \ * 
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WORK ACTIVlXiES 

vWorkers generally; pi'efer the follbwing 
types 'of work activities. 

2. Activities involving business contact. . 
5. Activities resulting in recognition or appreciation frorii 
others. 

6! Activities involving the communication of ideas ancf 
inforniation, 

7.- Activities* of a scientific and technical rtature. 



WORK SITUATIONS 

« . • ■ ■ 

Workers are willing to adjust to the 
•following types~of ~ woTkrrsituationsr 

4\ Dealing with people. • 
5. Influencing people's opinions, attitudes, and judg- 
ments. • ... 
7. Making decisions using personal judgment, y 
8f Making decisions using standards that can'^te mea- 
'sured or checked. 



WORKER FUNCTIONS 

These may be . the most difficult func- 
. tions workers perform when dealing with 
data, people,- and things. . , ' 

Low Avg. High' ' ■ 
• DATA^ □ ■ ■ ^ Analyzing - 
PEOPLE □ ' ■ ■ d - Persuading 
THINGS : ■ □ □ -Handling 



PHYSICAL DEMANDS 

Workers 'must be able to perform the 
following types of physical activities. 
S. Sedentary work. ■: 

L ' Light work. . .'• 

5. Talking and/ or hearing. ; . ■ \ ' . 

6. Sfeeing. • ' . ' . . . * ' • 
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WORKING CONDITIONS 

Workers need to adjust, to the follow- 
ing physical surroundings and working 
conditions. 
Inside. 

APTITUDES ' ' 

These levels of. aptitudes (ability to 
learn) are related to the average success- 
ful perfor^nce of workers in this group. 
Levels are rated on a 5 to 1 scale. 
Aptitudes Levels 

Low' to . High 

— ' — —-^-^r^—zT^ 

0 . . ... ^ • • 

G- General ■ . " ^ . 3-2 

V-Verbal. 3-2 • 

N - Numerical • ' , 3 - 2 : 

P - Form, Perception . ' . / . 3 
Q - Clerical Perception ' . ^ 

'general EStJCATiONAL 
DEVELOPMENT (GEO) 



J 



GED is the general level of learning and 
reasoning acquired through schools, ex- 

' perience, or self-directed study. There are 
six GED difficulty levels; i;anging from the 
most complex (6) to the simplest (1) . The 
following statement explains why these 
workers need the GED level 4-5. 
Workers apply logical '.thinking and: Jnowledge of 

y marketing .and merchandisi'ng to buy, sell, or promote 
the use of products or services. They collect cjata and 

. draw valid conclusions to solve problems involved in 
marketing or. sales. These workers interpret technical 
information and carry out instrirttions furnished in writ- 
ten, oral, diagram, or schedule form. They deal with 
abstract and. concrete variables such as supply and 

' demand, technical facts about products, construction 
equipment, and chemicals. 
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PREPARAHON AND TRAINING.; 

Workers)usually gain the competencies 
and credentials they h^ed' to enter or ad- 
vance to occupations in this group through 
formal education and training firograms 
or through work experience. 
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Related High. School Level Courses k 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 

# Courses required for entrance to post high school 
fof^nal programs. 

Language Skills, Basic Math Skills,^ 



Entry and Advancement Information 

E^ Td enter some occupations workers only need the 
required connpetencies and credentials. 
— JL^ To admceLtoufiiost occupations workers not only 
need the required competencies and cred^jitiais 
but also related work experience. ^ 

Relatfe^ Formal Training Programs 



the competencies 
d to enter occupa- 
•e following ways, 
business manage-. 
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Workers 
and credent^ 
tions in this groi 
C - College dpgree in marj^ 

ment, or. relaled fiek 
T- One* or two-year technical school program in biisi- 
' . ness, ^marketing, or a technical field. 
^ - V- Vocational school courses in distributive education, 
V NFJ -- Some occupations in this group have no. related 
■ formal education . or training programs;- . ■ ■ ' 



Training Time 



Occupations in this group m^, require 
from over 6 months up. to and including 
idyears (SVP 5, iC 7, 8) 



OCCUPATIONS IN 
SALES TEGHNOLOGY 

Business^Opportunity and Property- 
Investment Broker 
Buyer 

Buyer, Assistant / 
Buyer, Gratn 

Commission Agent, Livestock 
Comparison Shopper 
' field^Contact Technician 
Pawnbroker 

Pharmaceutical Detailer ■ - 

Sales Agent, Financial Services ' k 

Sales Agent, Insurance 
Sales Iglepresentattve/ Advertising 
Sales flepresehtative, Aircraft Equipment 
and Parts 

Sales Representative, Building Equipment 

and Supplies ^ 
; Sates Representative, Chemicals and Drugs 
Sales Representative, Construction Machinery 
Safes Representative, Dental and Med'cal 
. Equipment * • \ 
Sales Representative, Educsition Courses 
Sales Representative, Etectronfcs Parts 
Sales Representative, Foundry and Machine . 
, Shop Products : "■■'^ >• 

' Sales Representative, Hotel Services 
Sales Representative, Industrial Machinery 
Sales Representative, Livestock 
-Sales Representative, Metals. t 
Sales Represen^tive, Oilfield Supplies . 

and Equipment 
Sale^^Kepresentative, Public Utilities / 
Sales Representative, Printing . / 
Sallys Representative, Radio and Teievisjon Time 
Sales Representative, Telephone Services 
TobacCo-Warehouse Agent . 



J: ■ 



189.157010 

162.157-018 

162.157-022 

162.167-010 

162.157-026 

^96.367-014 

i62>117-026 

191<157-0I0 . 

262.157-010 

251.257-010 

250.257-010 . 

254.357-014 : 

273.3^7-010 

274.357^018 
262.357-010 
274.357-022 

276.257^010 
259.257-010 
;271,357.010 : 

274.2B7-OIO 
259.157-014 
274.357-038 
260.257-010 
274.357-054 

274.357 058 
253.357010 
.254.357-018 
25a357-018 
253.257.010 
253>357-038 
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General sales are the selling of products 
or services to businesses^ industries, or 
persons. Jobs in this group are found 
wherever there is Contact with people for 
the purpose of selling. Settings include 
retail and . wholesale stores and businesses. 



WORK PERFORMED 

What would you do as a worker in this 
group? 

You would work in a store, call on" 
customers in person, or contact people by 
telephbnie to sell products or services. You 



would perform one or more of the follow- 
ing tasks. 

• Quote prices and credit terms to qis- 
tomers. ^ *k?s/^^ 

• Take orders or write contracts show- 
ing purchases and the method of payr 
mentis 

• Help customers find the items they 
nee^i. 

• Taice telephone orders for goods or 
services. 

• Fill out charge slips or take cash and 
make change. * |^ 

• Drive a truck on a route to seU to 
established customers. 

• Keep records of sales made or travel 
' ^ expenses. > 




er!c54 



WTG 



08.02 




A pleasartt voice and the 
Ibitity persuiade are 
necessary 'tools for the 
telephone sales worker. 



What skills, abilities, and mterests would help you succeed in thfis 
kind of work?.. . ■ :f , 

To do this type of work;:.'you should-.h^^ 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 
'■' • Speak clearly and hold the attention of others, ° 

• Gain the trust of others through your attitude and behavior. 

• Demonstrate or explain the use and special features of prod- 

; ' ucts -sold.-; ■ . ■.:„■-...' . 

• Compute numbers correctly to prepare sales contracts, 

figure costs, and make change. 

• Keep records of sales, customers contacted,^ and personal 
. expenses. 

• Stay alert, all day and be physically active as needed. 



WORKER 
REQUIREMENTS 



08.02 

CLUEy. 



WTC 



qcNERAl saIes 



PREPARATION 



Do you have.jig can you develop these skills, abiKties, and interests? 

Your answers to , the following questions wift help you decide. 

• Have you had courses in sales, bookkeeping, or business. 
math? Did you like these coursesv? Can you work with 
numbers? ' • 

• Have you worked in a grocery or other store? Do you like . 
sales .woi:k? ' 

•• Have you sold items dbor-td-door for a class or civic group.? 
Have you collected money or items for a charity? Do you 
like .to meet people this- way? * - • " 

.• Have you given oral reports in front' of a group? Can y'ou 
express your ideas easily? 

How can you prepare for and enter this type of work? 

Most of the jobs in this group require a high school, education 
or its equal. Many high sch^s, junior colleges, and community , 
colleges ^ffer helpful course!^ seUing or retailing. Some, schools 
provide wo^k 'study programs in which students work part-tirVe 
as well as attend classes/ Selling, experience during vacations 
would also help prepare for this type of work. ' 
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Employere usually^|wJe on-the-job training. New workers 
learn about the con^P^fn^Kcies and the* products or services 
to be sold. Thesfr training,^rograms may last from one week to 
three months. Some jobs may require workers to have extra 
skilfe such as driving a truck bi* playing a musica^ instrument. 
CMTher jobs may require workers to ipake minor repairs or adjust- 
ments on the eqiiipment they sell. \ 

What dise should you consider? " ' ; , 

Working hours vary in many retail sales jobs. Some stores 
stay open to the public on Sundays, holidays, or evenjngs. Selling 
work is usually done at the customer's convenience. 
1 Some workers are paid by the hour. Others are paid according 
to how much they sell. Some workers', pay may combine both of 
these 'ways^ Workers with sales experience are sometimes pro-_ 
moted to managers' positions."^ 



OTHER 
CONSIDERATIONS 



QUAUFiCATIONS PROFILE ^ 

. ' The following" information is a^^imrriary of the traits and 
qualifications related -to the w^keS^ this group. As you read 
it, try to relate y bur own ^in^ests,^ abilities, aptitude^, and 
preferences to these worker traits. ' 



J 



. WORK SITUATIONS : 

Workers arei willing ^to adju^^^^^ to the' 
foliowing- ti^eS of work situations. 

■ 4.' Dealing with, people. . • '■ f. 
5. ■Influencmg people's opinions, attitudes, jnd judg- 

ments. ' 
7. Making decisions . using , personal judgment.' 
• 8. Making decis'ionsj^sing standards that can be mea- 
sured or. checkecl. • . ' ' . ~ 

ERIC ; ' ' 



WQ8)!C ACTIVITIES ^ . . 

' Workers generally, prefer^ the following 
types of work activities.* V / \^ 

2. Activities ^nvolvin^ business contact. 
6. Activities' involving the communication of ideas and . 
information. 
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WORKER FUNCTIONS 

" TJjese may be the most, difficult ■ func- 
tions workers perform when' dealing with 
; data, people, and thing?. 

■ Low Av^ High I 
.. DATA . ^ □ ■ □ - Compilmg 
V. PEOPLE □ H □ -Persuading 
THINGS ■ . □ □ -Handling 

. PHYSICAL demands: ^ 

Workers must be able to perform the 
' foUovying types of piiysical activities. ^ 
\ S Sedentary work. 
. L Light work. . „ 
M Medium work. ' ' 

4., Reaching handiijig, fingering, and/or feefing. ' .' 
5. Talking and/'or hearing. f . • 

, 6. Seeing. " - 

WORKING CONDITIONS ^ 

/Workers need to adjust to the follow- 
ing physical surroundings and working 
cohditiiSjris. 
r Itisider^x 



GENERAL EDUCAtlONAL 
dEVELO^PMENT (GEO) \^ 



I:- 



- GED is the general level of learning and 
reasoning acquired through' schools, -ex- 
perience,, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex. (6) to the simplest (1). The 
following statement explains why these 

■ * 

workers need lire GED level '3-4. 

• ■ '. ■ " • ■ ■ 

Vl(grkers apply general knowledge of. sales techniques 
and specific, knowledge of products they sell, they inter- 
pret^echnical instructions presented in- written, oral, or 
diagram form, ^se workers solve practical problems^ 
involving concrete variables sucFas keeping sales records, 
making change, or demonstrating a- product. 



PREPARATfQ^J AND TRAINING ; 

Workers 'usually gain the competencies 
and crede;itials they need' to enter or ad- 
vance to occupations in thfs group through 
formal education -and tr^ning programs 
or .through work experience. . ■ 



APTITUDES}.; . ^ 

These levels of a^itudes ' (ability to 
learn) are related to the average success- 
ful performance of workers in this group.- 
Levels are rated on a 5 to i scale. 



EntS^-a nd Advancement I nformation 



Aptitudes 



G - General 
. .V- Verbal , .,. :. 
• N -.Numerical. \.VN. 
• Q - Clerical Perception 

: er!cv . 



Levels 

Low to- High 
6.4 3.2 1 

■ ■ 3 ■ 
■ ■■ 3, ' ■ • . .. 

■3 . ' 



E - To enter most occupations workers only need jhe 
required competencies and credentials. - • • 

■ , V ■• ■ ' f : ' • ■ ■ ' . 

Related Formal Training Programs . 



. 4.: 



Workers usually gain the competencies 
and credentials they need to enter bccupa- 
- tipns in this groUp in the following ways. 
V - Vocational school courses in distributive education. - 
. NFT- Most occupations^ in this group have n@ related 
.format educatiQn^.or^training programs. 

2% 
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training Time 

V Occupations in this group may require 
from over 3 months up to and including 
2 years (SVp 4, 5, 6). ■ / 

Related High' Sc^bol . Level Courses 

' • • .. ■ .■ f 
The following " high school courses are 

helpful in preparing for the occupatiqp^ 

in this gjToup. : 
• Courses required for completion of high school. 



if 



occu'pahons ln^ general sales- 



Auctioneer 
Building Consultant 
Demonstrator 

Demonstrator, $eWing Techniques 
Driver, Sales Route 
Driver llefper. Sales Route 
Manufacturers^ Representative ^ 
vSale^ Ag^nt, Business Services 
Sales Agent, Pest Control Service , ^ 
Sales Agent, Real Estate • ^ 

Salesperson, Automobile Accessories 
Salesperson, Automobiles 
Salesperson, Books Q * 
Salesperson, Burial Needs ., - : 
Salesperson, China and Silverware . « 
^lesperson, Corsets 
Sajiesperson, Cogmetics arvd Xo^^^ ^ 
Salesperson, dnains and Drapin^^ ' 
Salesperson-Demonstrator, Party Plan . - ' 
Salesperson, Floor Coverinjp 
Salesperson, Florist Supplies. 
Salesperson, Flowers ^ / 
Salesperson, Flying Squad 
Salesperson, Furniture 
Sale^erson, General Hardware 
Salesperson, General Merchandise 
- Salesperson, Hearing Aids o 
Salesperson; Horticultural and Nursery Products 
Salesperson, Household Appliances ^ 
Salesperson Jnf ants' and Children's Wear * 
Salesperson, Jewelry 
Salesperson, Men's and ^s* Clothing 
Salesperson. Men's Furnishings . ^ 
SaI(»person^Milfinery 

* Saliissp^rson,; Musical Instruments and Accessories 



294^.257-010 
250.357-010 
297,354.010 
297.454.010 

292.353- 010 
292X67-010 
279.157-01(X 
251:357-010 
^51.357-018 
'250.357-018 
773:357-030 
273.353.010 
277.357 034 
279.357-042 ' 
279.357-018 
26L3154^010 
262.357-018 
270.357-022 
279.357038 
270.357-D26 
275.357^054- 
260.357-0^6 
279.357-046' 
270.357^030 
279.357-050 
279.357-054 

276.354- Olb 
'272.357'0J22 
2>0.357'034 
261.357-046 
279.357-058 
261.357-050 
261.357-054 
261.357-058 
277.357*038 



Salesperson, Parts : * 

Salesperson, Pets and I'et Supplies ^ » 

Salesperson, Photographic Supplies arid Equipment 

Salesperson, Shoes > 

Salesperson, Sporting Goods 

Salesperson, Stereo Equipment . ; 

Salesperson, TraiUrs and Motor Homes >! 

Salesperson, Womjpn's ij^parel and Accessories 

Salesperson, Yard Goods : 

Sales Representative, Apparet Trimmings 

Safes Representative, Architectural 

and Engineering ^ 
Sales Repre^tatiye, Barber and 

Beauty Equipment •* 
Sales Representative, Bottles and ^ ' 

Bottling Equipment 
Sales Riepresentative, Canvas ProductT ^ ^ 
Sates Representative, Gommerdal Equipment 

and^upplies \'.:y/ 
Safes Representative, boor*to-Door 
Sales Repre^ntative, Farm and ' • 

■ Garden EqlHpment ^ t " 
Sallys Representative, Food Products v 
Sales Representative, Footwear 
Sales Representative, General Merchandise 
Sales Representative, Hardware Supplies 
.Sales Representative, Hobbies and Crafts , : 
Sales Representative, Hqine Furnishings 
Sales Repreisentative, Kbfiel and Restaurant 

Equipment ^ ' 

Sales Representative, Household Appliances 
Sales Repr^entative, lrfdustrial Rubber Goods ' 
Sates Representative, JeWUfy 
Sales Representative, MattriaNHandling 
. Equipment ^ . ' * 
Sales Representative, Men*s an(f Boys' Apparel 
Sales Representative, Motor Vehicles arid Supplies 
Sales Representative, Musical Instruments 

and Accessories * ' / 

Sates Representative, Novelties V . ^ 

Sales RepresAitative, Office Machines ^ 
Sales Repreise>itative, Pjfper pi Paper Products 
Sales Representative, Petroleum Products V 
Sales Representative; Plastic Products - ' 
Sales Representative, Publications 
Sales Representative, Recreation and * , 
; Sporting GoodaT . ; . 

Salei Representative, School Equipment 

an'jd Supplies * ^ . ; • 

Sales Representative, Textile Designs ^ Ij^ 
Sales Representative, Tobacco f^oducts 

,and Smoking , ! , 
Sales Representative, Toilet Preparations' 
Sales Representative, Upholstery atnd Furniture ; 
Sales Representative, Women's and Girls' Apparel 
Superintendent Sales 

Supervisor, Route Sales-Delivery Drivers v 
Telephone Solicitor ^ ' 
Travel Agent ■ V " : ' , 
Wedding Consultant 



279:357-062 
277 357-042 
277.357.050 
261,357*062 
277.357-058 
270.357.038 
273.357034 
261.357^066 
261.357-Q70 
261.35m0 

276.3570i0 

275.357-010. 

274.357-014,- 
261.357-014 

275.357 018 
291.357-010 



272.35 7 0 1 4 
260.357-014 
261.357-018 
27».357-014 
274.357-034 
277.357 010 
270.357-010 

275.357-026 
270.357-014 
274.357^042 
279.357.-018 

'274.357-050 
261.357 022 
273.357-022 

277.357-014; 
277.357-618 
275.357-034 
279.357-026 
269.357-014 
279.357-030 
277.357-022 

277.357-026 

275.357-042 ■ 
274.357-066 

' 260-357 022. 
262.357-0l'4. 
259.357-026 
261.357-038 
250.157-010 
292.137-014 
299.357-014- 
252.157-010 
^99.357-018,, 





Vending is^ the peddling of inexjiensive 
items in pubUe^iJraMlngs, at public gather- 
ings, or on street corners. Most jobs are 
found , in^ restaurants, . clubs, or sports, 
ai'enas; • ■ : 



WORK PERFORMED : 

What would you do as a worjker in this ^ 
group? ■ 



You would draw attention to what you 
sell and make many quick salfes. Yoii would v 



have to add mentally , the total cost of 
several items. You would also neel* to 
Viake' correct change, quicSdy. Yoii would 
perfbrhi one or more of the: following 
tasks. • - . - ■ ^ " * 

• Moye through_ the stands during a 
spectator event and seir programs, 
■ novelties, or food items, . 

• Sell Bowers, Iruit, or ice cream from 
' >a' wshcart thick, " - 

• Sn&ut, gesture, slng,^6r ring bells to ' 
draw attentiomto wftat' you are selling, 

• Carry a tray cigarettes or other . 
itenns for sale in a restaurant or bar. 
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What skills, abilities, and Interests would help you succeed in this 
kind of work? A 

. To do this type of work, you should have the ability to learh, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not ail items are important to. every job. 
. • Speak clearly. ' 

• Persuade others to buy your products. 

• Add numbers mentally and make the' right, change. 
' Walk or Stand for long periods and sometimes carry the 

products you sell. 

Do you have or can you develop these skills, abilities, and interests? 

Your answers to the following questions will help; you decide. 

• Have you sold programs or food at a community carnival 
or fair? Do you enjoy shouting or gesturing to get the atten- 
tion of a crowd? 

• Haire yoii tried to sell products to raise money for a school 
or civic project? Did you sell the number of products assigned 
to you? 

• Have you sold magazines or candy door-to-door? Do you 
like to approach people? 

Have you worked in a bake or rummage sale^? Can you figure 
the cost of several items rapidly and make change correctly? 
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■ \ Coutd you make chsinge/^ ^^^^^^ 
^1 quickly and correctly In the " 
'hriiddle bf a large crowd?^: ■ 



WORKER 
REQUIREMENTS 



CLUES 
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How can you prepare for and enter this type of work? 

, Most jobs in this gtoup are open to anyone. Formal training, 
edueatiorfT or experience is seldom required. Workers may receive 
short instructions from their, employers. These instructions . 
usually include the felling price of iteifis. 




\\ ■ . . 



^Haye* you:.he(ped^'rfllf3a;j[^ " 



Would you enjoy getting the attention • 
of a crowjl by shouting and gesturing? - ; i^^^ilJ^^-^- 
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What else should you consider? ; ■ " 

Jobs in this group are usually short-term. Few jobs provide 
permanentemployment. However, large arenas and stadiumis hire 
people for these'ji^s on a regular basis. These jobs provide experi- 
ence that can be applied to othfer saleswprk,'^ 

Some jobs in this group require the worker: to be outside in 
all kinds of weatherl 



QUALJFieATIONS* PROFILE 

The follov^ing information is a summary of the traits and 
qualifications related to the workers in this group. As you read 

it,, try to relatiB your own interests, abilities, aptitildes, and 

■ , ' - ' ■ ■ ■ '. ^ ■ ' ■■ / ■ 

preferences to these worker traits. - ' / 



WORK ACTiVmES 



WORKER FUNCTIONS 



Workieps generally prefer the following 
types of work activities. 



2. Actiuities involving business contact 

3. Activities of a. routine/definite,- organized nature. 



WORK SITUATIONS 

■ JIVorkers are willing to adjast to the 
following types of work situations. 

4. Dealing with people. .■ ^ 
i Influencing people's opinions, attitudes, and judg- 
. ments. , . 

ERIC I 



These may be the most difficult, func- 
tions workers perform when dealing with* 
data, pebple, and things. • , - 

Low Avg. Higli 
DATA □ . H Computing 

PEOPLE , □ ■ □. - Persiading . ' 
THINGS ■ □ □ .- Harrdting . .• 



RHYSlCAL DEMANDS , 

^ Workers must be able to perform the 
following types of physical activities. 
L Light work. , ; , * . • 

M Medium work. . \ , 

4. Reaching, handling, fingering, and/or feeling. 

5; Talking and/or hearing. . 

6. Seeing. ^ , 
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WORKING CONDITIONS 

* . • , . - '. ' ■ 

Workers need to adjust to ! the follow- , 

ing physical surroundiiigs. and working 

conditions. 

r Inside. ; ' 
B' Both: inside and outside. 



/ 



APTITUDES 

. These levels of aptitudk (ability to 
learn)/ are related to the average success- 
ful performance of workers ifinEhis group. 
.Levels are rated on a 5 to 1 sc^. 



f Aptitudes 



Gf-' General 
v/- Verbal . 
N- Numerical 
F - Fnger Dexterity 
M - Manual Dexterity 



Levels 

Low \ . to High 
5 4\ 3 2 1 
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PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they? need to enter or ad- 
vance to-^Gcupation§ in this,group'through 
formal education and training programs 
or through work experience. 



Enti^ and Advancement Information 

E -To enter most . occupations workers only need the 
required competencies and credentials. • 

Related Formal Training Programs 

vii^orkers usually gain the competencies 
and ^dentials they need to enter occupa- 
tions in this group in the following ways.^ 
. NFr™Most occupations in this group have" no related 
formal education or training programs. 

' ' J . . . ' *j • ■ ■ 

Training Time 

* 

Occupations in this group may require 
from 30'.day§ up to and including 3 months 
(SVP 2, 3). 



GENERAL EDUCATIONAL 
DEVELOPMENjr (GED) 

GED is the generial level of learning and 
reasoning acquired . through schools', ex- 
perience, or tself -directed study. There are 
six GED difficulty, levels, rangini frorri the 
most complex (6) tp the simplest (1)-. The 
following statement explams why these 
workers need the GED leveh2. 

Workers apply common sense to sell products. They 
carry out detailed but simple written or oral instructions. 
These, workers take-orders, count items, and make change. 



Related High School Level Courses 

The' following high school courses are 
helpful in preparing for the occupations 
in this group. * 

• Courses required for completion of high school. 

OeCUPATIONS IN VENDING 



Peddler; 
Photographer 
Vendor . 



291.457-018: 
143.457.010 
291.457-022 
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This is an interest in catering to ajid serving the desires 
of others, usually on a one-tQ-pne basii^. 

You can satisfy this interest by providing services for. 
the convenience of others. You may enjoy malting others 
feel at ease by providing, hospitality services. You niay pre- 
fer to improve the appearance of others. Perhaps working, 
in the hair and beauty care fibld would sa|isfy you» You may 
like to provide personal services such as taking tickets^ 
carrying baggage, or ushering. , 
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SERVICES 



Hospitality^ arervices help people feel at 
^ase ana enjoy themselves. These services ' 
rtiay involve planning and directing socialji^- 
events or guiding people through museum^^ ^ ;, 
cities, or countries. Airlinei- railroad, ship, 
and escort companies, as well as /tesorts 
and hotels, employ \vorkers in this group. 
Jobs alsoj^n be found in s^ial clubs. - 



WORK PERFORMED 



What would you do as a worker in this 
group? ' 



You would help visitors, travelers, or 
customers get acquainted with and feel at 
easejn a new setting. You would perform 
one or more of the following tasks. 

> ^^elcome and seat guests in _a hotel or 
restaurant. : * 

• Accompany young people to concerts 
or sports evei^ts. ^ ' ^ ^ . 
Provide services for. the safety and 

. comfort of passengers. 

• Guide, clients rthrough an industrial 
plaiit or a place of historical interest. 

^ Plan^ and direct guest activities at a 
resort or in a retirement iiome/ . 




Flight attendants serve meal^ and 
:see tp'the cdmfort ofthe pas^ertftfers. 




What skills, abilities, and interests woiHiWelp you succeed in this 
kind 'of work? ^ ^ 

■J To do this type of work, you should have the ability to learn, 
\ the skill to perform, and the ihterest in doing most of the foUow- 
' ing items- Not all items are .important to every job. 
• Use correct grammar. . ^ 
• ■ : • t^ohverse^sily with .'others and put them at ease. 
. Give cl^r and accurate information; 

, • Adapt to tasks that may change often. . 
■ • Remain calm in emergencies. ; ' 

ERJC -i _ ■ . . 
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REQUIREMENTS 
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CLUES 



hoSpiTAllTy SIERVICES 



Do you have oV can you develop these skills, abilities, and interests? 

Your answers to the following questions will help you decide. 
• Have you been a member of a school or civic group? 
Do you like to socialize? - / 



Have you had courses in speech? Do you like^Jlp spe|K:'^^^^ 



jroups i ^ 

• Have you planned or organized a party? Can you lead plners 
in games and group activities? ^ 

• Have you helped others learn to dance? Did they seem to 
enjoy the lesson? 

• Have you been treasurer or secretary for a social group? 
Can you keep accurate records?^ 
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Dp you enjoy organizing a party? 



hospSTAllTy SERVICES 
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' How can you prepare for and enter this kind 

Employers provide on-the-job traininjg for most jobs in this 
group. . However, iairplane flighl; attendants neied formal training 
before being assigned a job. This training covers subjects such 
as personal grooming, in-flight service, and first aid. Most com- 
niercial airlines provide training programs. §ome community 
colleges offer related courses. 



What else should you know ;kbout these jobs? ^ 

Workers in this group Often have to travel or live in hotels and 
resorts. Night or holiday work may be required. Some workers 
must wear uniforms. 
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QUALIFICATIONS PROFILE 

'the, following information is a sumi^ary of the traits and 
qualifications related to the workers in this group. As you read 
it, tuy to relate your own interests, -abilities, aptitudes, and 
preferences to these worker traits. s 



WORK ACTIVITIES 



Workers generally prefer the following 
types of work activities. 
2. Activities involving business contact. 

5. Activities resulting in recognition or appreciation from 
others. - 

6. Activities involving the communication of Ideas and 
information. . 

ERIC ' 



WORK SITUATIONS - \ 

Workers 'are willing to adjust tQ the 
following types of work situations. 

1. Performing dutjes which change frequently. 

3. Planning and directing an entire activity. 

4. Dealing with people. ; 

7. Making decisions using personal judgment 
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WORKER FUNCTIONS 

These may be the most difficult func- 

■ ■ " +. 

tions workers perform when dealing with 
data, people, and things. 

Low . Avg. High 
^TA □ ■ .-Coordinating 

PEOPLE "□ ■ □ -Supervising 
THINGS • ■ □ □ -Haridling 



PHYSICAL DEMANDS 

Workers must be able to, perform the 
following types of physical activities. 
L Light work. 

4. ^Reaching, .handlingf fingering, and/br feeling. 

5. ^Talking and/ or heajh^g. 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. * ^ 
I Insidft. ' .' - 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful perfornriance of workers in this group. 
Levels are: rated on a 5 to 1 scale. 



Aptitudes 



G- General 
; v-- Verbal . 

Q - Clerical Perception 
>' . 
£l80 



Low 
5 



Levels 

to 

4 3 2 



High 
1 



3 
3 

4-3 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed stiidy. There are 
six GED difficulty levels, ranging from the" 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need: the GED level 4. ■ 

Workers use personal judgment and reasoning: to help 
people get to know a place of business, setting, "or activr 
ityi They carry out a variety of instructions presentedjn,: 
;written, spoken, or schedule, form. These, workers deal ' 
with the comfort and safety of others. . ; . 

PREPARATION AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through wqrk experience. 

Enti7 and Advancement Informatioh 

E -To enter some occupations workers only need the 
required competencies and' credentials. 

A - To advance to some occupations workers not on|y 
need the "required competencies and credentials 
biit also related work experience. 

Related Formal Training Programs 

Workers usua:lly gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 
/ T - Technical school programs for airplflue flight 
;' " attendants. . ' 

V - Vocational school courses in quantity food service. 
NFT-^Most occupations in this group have na related 
formal educatipnsi{^rainlng programs. . 



hospiTAllTy SERVICES 



training Time 



\ 



Related High School LeyQl Courses 



Occupations in this groflpjuay require 
from over 1 month up to and including ^ 
A yekrs (SVP 3. 4, 5, 6). ' - 



ThiB following high school courses -are 
helpful in prepa,ring for the '-.occupations 
in thiff* group, • ) , - 

• Language Skills. . , ^ . 



Airplana^Flight Attendant 
Brakefr Passenger Train : 
Bu^er , . 

Coiinsalori Camp ' 
Guide 

Guide, Establiiaihment 



OCCUPATIONS IN HOSPITALITY- SERVICES 



352.367.010^ Host/Hostess 

^10.364 010 Host/Hostess, Dance Hall 

309:137-010 ■ Kost/Host«M, Restaurant 

° 159.124 010 Recrealion Leader 
353.367'blO X Steward/Stewardess 

^ 3531367 014 Walter/Waitress, Head , ^ 



352.667-0^0 
349.667^010 
31O.137-01O 
195.227-014 
350.677-022 
311.137-022 
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SERVICES 



Barbering an4 beauty serviices are in- 
tended to Vchange or 'improve peRson^ 
appearance. Barbering service . includes 
haircuts, facial massages, scalp treatments, 
and shaves. Beauty service includes the 
care of skin and hair. Barber and. beauty 
shops employ workers in this group. Some 
workers own and operate their own .busi- 
nesses.:. '.■■,-(,. ■ , .' _ ■' , 

WORK PERFORMED 

What would you dp as a.worlSf in this 
-group? 



You would pisijfprniit^^^ ; 
improve the« appearance of othiers. 'You* 
would usually specialize in one kind of 
sdrvice. You would perform one or more ' 
^f the "f oilow:ing j tasks. * ; 

• Cut, shampoo* and curl or style hair. 

■ ■ ■ ■ ■ ■ ■ • . ' . ^ 

- • Give shaves as well as face, neck, and 
" scalp massages.^ * ' 

■ .,' •. ;■■ ■ ii ■ 

• Bleach;, tint, or" dye hair. 



barbershop owners often 
work alongside their 
employees. 



er|c2 
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A hair stylist studies the 
' customer's hair and facial 
features to select the 
right style. • 




What skills, abilities, and interests would help you succeed in this 

kind of work? . ' 

To do this type of work, you should .have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
mg items. Not all items are important to every job. 

• Know skin -and hair care techniques;. 

• Move eyes, hands, and fingers, together. ' 

• Maintain a dean and neat appearance. . • 

• Handle customers with tact and courtesy. 

• Stand for long periods. 

• Distinguish between closely related colors when using tints 
and dyes. 



WORKER 
REQU!REMENTS 



ERIC 



Do you have or can you develop these skills, abilities, and interests? 

Yoiir answers to tiie following questions will help you decide. 

• Hhve you. trimmed or cut a person's hair? Do you style yQur 
. own hair? Do you. like to try new and different hairstyles? 

• Have you read health or beauty magazines? Do you like' to 
keep informed opneW grooming techniques? 



5 



01 
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bARbcRiNq ANd bcAury services 




Avonue'Jfchool Of Cosmetology . ^ ^ • Blo^Tmlngton Academy of Beauty CuU^^^^^ 

Licensing requirements include academic Study as well as hours Of practical 
training. 



PREPARATION 



people fulfill licensing require- 
's are admitted to these 
demic credit as well as voca- 




K^w can you prepare for and enter this kind of work? 

Jobs in 'this group require state licenses. Both public ^d pri- 
vate schools offer courses that h 
ments. Sometimes high school 
schools. These students receive a 
tional training. 

Persons meeting the needed requirements riiay' obtain state 
and federal financial aid: Agencies providing such aid include 
Social Security, the Bureau of Indian Affairs, and Job Corps, 
Some prviate schools offer scholarships. Also, apprenticeship 
programs are available. ^ • 

Training requirements vary according to the 'job and state 
involved. These requirements range between 1,600 and 2,600 
hours of trainij^. Courses may include dermatology, physiology, 
scalp analysis, and haircutting techniques. 

Trained persons must pass written and oral tests. A license 
granted by a state board is required in many states. A health 
certificate is also required to show that the worker is free from 
contagious diseases. 

Trained workers, may apply directly to employers for jobs. 
Schools, employment services, oi- trade and labor unions may 
refer wcfe-kers to employers. Beauty shops, in some areas, may 
hire people who have not completed training. These trainees may 
shampoo hair, remove curlers, or stock supplies. 

no. 
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What else should you know about these jobs? OTHER 
Workers may be required to provide and wear uniforms. Work CONSIDERATIONS 

hours may vary, including evenings and weekends. 

Workers' pay usually depends on the number of customers 
' they service and the kind of service they give. They rarely Veceive 

a straight salary. Most employers set. the prices for services 

offered and the worker receives a portion of what is charged. 

The worker's pay may vary, depending .oh what supplies and 

tools the employer provides. Employers providing^ll needed 

supplies receive a larger share of the money collected. Workers 

may or may not accept tips. - ^ 




QUALIFICATIONS PROFILE 

• ■ ' ' 

The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these wm*ker traits. 



..^^ -t:''' "^i^- . . ■■■ 

WORK ACTIVITIES 

Workers generally pr^er the following 
types of work ' activitieis. 

■ 2/.. Activities involving business contact. 
, 8. Activities involving creative thinl^ing. 

\ Activities Involving processes, methods, or machines. 



WORK SITUATIONS 

Workers are willing to adjust to jthe 
following typ#s of work situations- / \ 
1. Performing duties which change frequently. : ' 
4. Dealing with people. 
7. Making decisions using personal iudgment. 
, 8. Making decisions using standards that can be mea 

sured or checked. 
10. Working within, precise limits or standards of accu 
racy. 



WTC 
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WORKER 'FUNCTIONS > ^ ; 

.These may be the most difficult func- 
tions workers perform when dlealing with 
data, people, and things. 



■r . ^- w- '•■ ■ ITT- — — . ^ ' .. 

bi^RDERINq ANQ bEAUTy SERVICES 



ARTfTUDES V 

'jThese levels of aptitudes (ability to 
learn) are related to the average success-' 
ful performance of workers Jn this group. 
Levels ^are rdted on a 5 to 1 scale. 



DATA 

PEOPLE 

THINGS 



Low Avg. High 

.□ .□ ■ 

■ .□■ □ 

□ □ 



.5. 



Analyzing * 
Serving ^ 
Precision Working 



' PHYSICAL DEMANDS 



Aptitudes 



Levels 
Low to High 
5 4 3 2 1 



G - General 


3 


V- Verbal n. 


3 


S- Spatial' '. . 


' ' 3 


P - Form Perception 


3-2 


,K- Motor Coordination 


2 


F - Finger Dexterity ' 


3 


M - Manual Dexterity 


3 ■. 


C - Color Discrimination 


3 



Workers must able to perform the 
following types of physical activities. \ 



L l-ight work. 

4: Reaching, handling; fingeri 

5. Talking and/or hearing. 

6. Seeing. 



and/or feeling. 



WORKING CONDITIONS 

Workers need to adjust to the i^ollow- 
ipg physical surroundings and working 
conditions. , 

I InsideL 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 



ilfc is 



GEID is the general level of learning and 
/easontng acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains v^hy these 
jvbrkers need the GED level 4, 

Workers use reasonjng'^and personal judgment together, 
with "special knowledge and techniques related to cos- 
metology and barbering. They interpret instructions pre- 
sented in written, spoken, diagram, or schedule form. 
These workers deal with concrete variables such as hair 
and skin problems as well as beauty and barbering topis 
and supplies. 
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PREPARATION AND TRAINING ' 

Workers usually gain the cpn^petencies 
and credentials jthey need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
./or thrpugh work, experience. ' I 

Entry, and Advancement Information 

E - To enter most occupations workers only need the 
, required competencies and ^credentials. 

■ . ■ '■ ."" ■• ■ \ 

Related Forrhal Training Programs 

Workers usually gain the competencies 
^and credentials they need to enter occupa- 
tions in this group in the .following ways. 

T- Barber and beauty school training programs. . \ 
V - Vocational school courses in cosmetology. ^ . 



Training. Time" 



Occupations in this -^oup^may require 
from over 6 months up to and including 2 
years (SVP 5, 6) . ' ' 



Related High School Level Courses 



The following high school osi^ises are 
helpful in preparing for the occupatic^s 
in this group. 

• Courses required for completion of high school. 

OCCUPATIONS IN BARBERING 
AND BEAUTY SERVICES 



Barber 

Cosmetologist 
Hairstylist 



330:371.010 
332;271-010 
332.2714)18 



& ■ 
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SERVICES 



■ / 



/ • 



Passenger semces 'are the transporting 
of people by buv^xi, limousine, or other 
vehicle. The workers included in this group 
drive such vehides or instruct and super- 
vise those who do. Ta^i, bus, or street rail- 
way companies hire most workers in this 
group. Some workers are emp^Ioyed by 
hospitals. Others work for branches of 
local gavemment, such ?fO)ublic schools. 



WORKv PERFOR 




What^ would you/do as a worker in this 
group? 

You woiiltf drive a bus, taxicab, ambu- . 
lance, limcnisine, or^, other land vehicle toi"? „ 
transport passengers, you would follow a 
set route or directions given by'pasfeengers. .? 




You would obey set safety rules. Maintain- 
ing proper heat and ventilation for pas- 
senger comfort would be onie of your 
duties, / 
f ^ Yo\^ would perform one or more of the 
following tasks* ./ 

• Collect fares, make change, and help 
passengers with baggage. 

• Give directions or other information 
to passengers. 

• Make sure children behave on the 
schdol bus you drive. 

• Inspect your vehicle and check the 
gasij-oil, and water before departure 
andiias heeded. ^ '. 

' • Keep iypur vehicle clean and attrac- 
tivef " ' ■ ■■■ 

• Dri^?'e a taxi or bus according to state 
and federal traffic anoisafefy laws. 



As a tjus driver, the safety 
of your passengers would 
be your responslbltlty. 
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Groyhouhd Unes/(nc 



Department of Labor 



What skills, abilities, and interests would help you succeed in this 
kind of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- -* 
ing items. Not all items are important to every job. ' 

• Operate a passenger transport vehicle .and qualify for a 
chauffeur's license or other required credentials. 

• Understand and follow federal, ^^tate, and local traffic rules. 

• Judge distances and relationships of objects in space. 

• Recognize a vehicle's malfunction by sound or other indi- 
-^cations- 

Move eyes, hands, and feet together to start, stop, and steer \ 
the vehicle. 

• Withstand the strain of frequent driving in traffic. / > 
^ tjse courtesy and tact in dealing with people. 

ERIC . 307 
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Do you have or can you develop th^ese'skills.'vbitiiies, and inter^ts? ' 

Your ansWi^ to the following questioiW\will help y 

• Have you completed a driver's education, course? Do j^ou J 
have a driver's or chaliffeur's jicense? \ , y ' , 

• Have y<&u driven a vehicle in heavy traffic? Does drivii^g-in 
traffic bother you? ; ' , ' • , 

• Have you taken care of your own) c^r or one ownetj by'your 
family? Can you tell when it need^'tumng? Can you dp minor^ 
service orh:epair work? v, . >•, 

• HaVe you driven in a bicyxile rpdeo,~car rallyj or over a, 
vehicle obstacle^course? Did\a3U? receive a good score? 

• Db_you often read fiutomotive magazines? Are ^you inter-' 
' .ested in work being done to improve car perfomiance and 

'safety? . ■ ' ' \ ' : •' 

• Have youliriven a church or school bus? Do you miriti driv- , 

• ing a vehicle loaded with 'f)assengers? . ' • ' \ 



■ Associate Taxi 
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Taxi drivers must know traffic laws and street locations as well as use tact^nd 
courtesy with customers. » 
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How can you prepare for and enter this kind of wbrk? 

Majiy emjployei^ require workiers , to have, a high school educa- 
tion or its equal for these jobs. Interx^ity, bus ' drivers must meet 
the following requirements set by the U, S. Departifient of Trans- 
portation. These woters must be able to talk with passengers 
and read and write to complete reports. They must also have ^ 
goo^ hearing, 20/40 vision with or without glasses, and Jull use 
of their arms and legs. Bus drivers must also take a written test 
about federal and state motor vehicle rules. K- hired; they must 
take a driving test in the type of bus they will drive. Many inter- 
city bus lines prefer workers with bus or truck driyihg experi- 
ence. Most of these firms have their own training programs. for 
new drivers. , ^ 

. Local bus drivers are usually reqi(ired to ^ave a state chauf- 
feur's license. They also need to be of normal adult height and 
weight and have good eyesight and health. They are usually 
required to have one or two years of experience driving a large 
vehicle. Most local transit companies test all applicants for 
driving positions. These companies frequently provide training 
courses with both clsissroom and driving sessions". State depart- 
ments of education set special rules for drivers of school buses. 

Taxi drivers must have a state chauffeur's license. They rhay 
also need a special taxi operator's license. The local police, safety 
.department, or public utilities comnyssion may issue this license. 
Most large cities issue this license after the applicant has passed 
a written test on traffic laws arid street locations. Meiny cities also 
require that workers have a goodMHving record and no criminal 
history. f 
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C 



What,dse 'Should you know about these jobs? 

Workers jn^'thfese jobs may have to wprk nights and weekends. 
They may have to report for work on short notice. 

Chances for. promotion in all of these jobs are limited. Experi- 
enced bus drivers may obtain prefelN^ed routes and more pay. 
A few may become dispatchers or terminal managers. Taxi 
drivers may become garage chiefs or claims agents. Some work- 
ers buy and drive their own cabs. ^ 

ERJC 
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: > QUALIFICATIONS ^PROFILE ' 

• ' .• f . ■■ ■ ' ■ ■ ■ ■■ . 

'-' The following information is a summary of the traits and 

% qualifiicaitions related to the workers in^this group. As you read^ 
it, try r*lo relate your own interests, abilitites, aptitudes, and 
j)r^erenGe!S to these worker traits. 



\ 



WORK ACTIVITIES 

- Workers generally prefer tj?^' following, 
types of work activities. /''^ 

2. " Activities involving business contact. 

3. ^ Activities of a routine, definite, organized nature: ; 
9. Activities involving processes, methods, or machines. 



PHYSICAL DEMANDS ^ 

Workers must be able to perform the ^ 
following types of physical activities. 
L , Light work. 

M . Medium-work. ' . * ,' 

^ Reaching, handling, fingering, and/or (feeling. 

5. Talking and/or hearing. • 

6. Seeing. . \ ■ . _ M 



WORK SITUATIONS 

Workers are jvilling to adjust to the 
following types of work situations. 

4. Dealing with people. 
1 Making decisions using personal judgment. 
8., Making decisions using standards that caji be mea- 
y sured or checked. 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
.data, people, and things. 

Low Avg. High i 
DATA ■ ' . □ ■ □ -Compiling 
. PEOPLE • ■' □ □ - Speakingi^naling 
THINGS □ ■ □ -Driving/Operating. 



WORKING CONDITIONS ^ 

Workers need to adjust to . the follow- 
ing physical' surroundings and working 
conditions. 
I Insidp." 

• 5' - 

APTITUDES 

These levels of aptitudes (ability to 
learn) are. related to the averag^ success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 

Aptitudes / v Lewis 

Low to High 
5 4 3 2 .1 



ERJC>Qg 



G- General 
.N- Numerical 
S- Spatial 

K -Motor Coordination 

M - Manual Dexterity 

E - Eye-Hand- Foot Coordination 



3 

4-3 
3 
3 
3 
3 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 



GED is the genieral level of learning and 
reasoning acquired -through schools, ex^ 
peilence, or self-directed study. There are 
six GED difficulty lev^, ranging from the 
most complex (6) to the simplest (1). The 
following statemerit explains why these 
workers need! the GED level 3-4. 

Workers use reasoning and personal judgment together 
with ^riving skills to transport passengers in motor 
vehicles. Sordl workers use their skills to instruct or 
supervise omr workers. They follow instructions usually 
presented in. oral or schedule form. These workers deal 
with concrete variables such as traffic regulations, meters, 
and schedules. ^ < 



PREPARATION AND-^R/VINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



Entry and Advancement Information 

E - To enter most occupations workers only need the 
required competencies and credentials. 



Related Forriial Training Programs 



Workers usually^gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

NFT- Most occupations in this group have no related 
formal educatioiLor training programs. , 

/ '■■'/■ : 

Training Time y ' 

Occupations in this group may" require 
from over 1 month up to aiid including 6 
months (SW a, 4). - 

Related High School Level Courses 

The follbwing:vhigh school courses are 
helpful in preparing for' the occupations 
in this group. ; • 

• Courses required for the completion, of high' school. 



OCCUPATIONS IN 
PASSENGER SERVICES 



■ Bus Drivw;:';''.-; 
Chaufhur , i : ; 

Instnidori Oiiving 
Supervisor Cab 
Taxi Driver 
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CUSTOMER SERV ICES 



Customer services involve providing: peo- 
ple with various services in commercial 
settings. Tasks uisually include recejving 
payment and making, change for the; ser- 
vices rendered^btels,, restaur ants, resorts, 
and stores employ^ workers in this groUp. 
Some of these jobs are found on board 
trains, airplanes, and ships. 1 



You would assist customers by provid- 
ing special services. You would perform 
one or "more of^ the following tasks. 



or 

.A 
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WipRK PERFORMED ^^^ X^ 

What would you do as a worker in this 
^oup? 



• Wait on tables in a restaurant 
, supper club. 

• Rent bicycles, boats,. fishing eeiuip"' 
ment, or trailer space in a resort 

. area. , ' 

• Deliver newspapers and collect pay- 
ment regulai-ly from your customers. 

• Serve customers in a, drive-iri' or fast 
food business, " 

• Assign alleys, issue equipment, and 
receivip .fees at a bpwling center. 

• Mix and serve drinks to patrons in a 
bar. 




ERIC 



»4 



A. Formal ■ c ■ ^- Informal 

Which work environment would you prefer? 

^ . 312 - ■ 
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You would taJk to bustomers to identity their needs and provide the best service 
possible. 



What skills, abilities, and interests would help you succeed in this 
kind of work? 

To do this .type of work, you' should have the ability to learn, 
the skill to perform, and the interest in doing most of the^foUow- 
iiig items. Not all items are important to every job. 

• Talk and .get along with all kinds of people. / 

• Move eyes, hands, and feet together to carry trays or drive 
. motor vehicles. | 

• Add costs and make change. 

• Use physical strength" to carry sports equipment or news- 
piapers. 



ERIC 
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PREPARATION 



Do you have or can you develop these skills/abilities, and interests?' 

Your answers to the. following questions will hMp you decide, 

• Have you sold . things to raise mondp for cliibs or local 
groups? Qid you collect payment and Reep records of siales? 

• Hiave you given directions to anj^ne-who was lost? Was the 
person able to understand your directions? • ' 

• Have you served food or beverages at *a party or receptior^? 
Were you able to do so witljgKut dropping or spilling food or 
drinks? 4 ' > 

Have. you. had a part-time or full-time Job which 'involved 

; doing the same tasks? Do you enjoy this kind of work? 

■ - . ' ■ ■ ■ . , . .. ■■ -v, ■ ' ■ : ^ . 

How can you prepare 4or and enter this kind of Work? ^ 

Most workers in this group ^arn their jobs after being hired; 
However, some employers hire only persons with experience. 
Workers may get the training and expedience needed by starting 
in a related job. For . example, a person may start as a dining 
room attendant and become a waiter pr waitress. , ; 
'' Some high schools offer prqgrams injsubj©6*s related to this 
group, such as food services. Government trainirig programs are 
also available for some jobs in this group. - ^- 



CUSTOMER SERVICES 
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Food and beverage service wbrkers are often required to work at night and during 
weekends. • . ' ':\ ■ 



m 



\' ■ • * 

?»• • • f 

'1» ' r * . 

. ■ 
til ^ • • 



What else should you know about these Jobs? 

Food and beverage service workers often have changjing work 
hours.. They may work at night and during weekends and holi- 
days. They usually must wear Uniforms. The income of these 
workers is often wages and tips combined. 

Some jobs requTre the worker to adapt to specific demands. 
For example, a newspaper carrier may have to work' very early 
in the morning and in all kihds. o^^ A lodging attendant 

"may have to: live on the premises.. 



OTHER 
CONSIDERATIONS 



The following information is a summary pf the traits and 
qualifications related; to the -workers in this group. As you read 
it, , try to. relate your own irfterests, abilities, aptitudes, and 
^ preferences to these worker traits. [ y 
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Workers generally prefer the following 
types 'of work activities. ■ 

1. Activities dealing with things and objects. ' 

2. Activities inyolvihg business contact. 

" Activities of a routine, definite, organized nature. 



VyORK SITUATIONS 

Workers are willing to adjust to the 
ifollowing types of work situations. 
. 4, Dealing^lth people. . 



WORKER FUNCTIONS , 

These may be the most difficult func- 
tions workers perform when dealing witti 
data, people, and things. 

, Low Avg. High . . 

DATA ' B G -Compiling ^ 

PEOPLE □ • □ - Speaking/Signalifc 

THINGS r ""^ y 



□ -flan^g 



PHYSICAL DEMANDS 

Workers; must be able to. perform the 
following types of physical activities. - 
L ; Light work. 
, IM Medium work, 

4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/ or hearing. . 

6. Seeing. : . ' 



CUSTOMER SERVICES 



WORKING CONDITIONS 

Workers, need to adjust to the follow- 
ing physical surroundings and -working 
conditions. 

I Inside. . . 



APTITUDES ^ ■ . 

These levels of aptitudes (ability to 
. ' learn) are related to the average successr 
ful performance of workers in this group. . 
Levels are rated on a 5 to 1 scale. , 



Aptitudes 



Levels 

Low to High 
•5 4 3 2 I 



G - General 


4-3 


V- Verbal 


4-V 


N -• Numerical ° . 


4-3 


Q - Clerical Perception 


4-3 


K - Motor Coordination 


.4-3 


F - Finger Dexterity 


4 • 


M - Manual Dexterity 


* 4-3 



GENERAL EDUCATIONAL * 
DEVELOPMENT (GED) . . ! 

GED is the general level of i^amingand 
reasoning acquired tiirough schools, ex- 
perience, or self-directed study. There are . 
six GEp difficulty levels, ranging fro|h the 
most complex (6) ;to the simplest XI) t The 
following statement explains why these, 
workers need the GED level 2-3. , ^ . : 

Workers use basic skills and training to provide per- 
sonal services to the public. They carry out specific,* 
simple instructions^^ For. example, these wo|kers take , 
orders, serve Ibod, and park cars* ; 



CUSTOMER SERVICES 



PREPARATION AND TRAII^ING 

Workers usually gain the competencies 
Eind credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

'Entry anrd Advancement InfoEmltion . 
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tions in this group in the following ways. 
NR - Most occupations in this group have no i€lated 
. formal education or training, programs. 

Training Time ; 

Occupations in this i:roup may reqiiure 
from 30 days up to and including 3 months 
(SVP^2, 3). 



E - To enter most occupations workers only need the 
required competencies and cred'entials. . 



Related High School level Courses 



Related/ Formal Training Programs 



Workers, -usually gain the competencies 
^hd credentials they need to enter dccupa- 



■I 



The following high school courses are 
helpful in preparing for the occupations 
in this group. 

• Basic Math Skills. 



OGCUPATIONS in CUSTOMER SERVICES 



Automobile-Tteiiiarcierfc 295.477-010 
.Jbitomotille-Self-Servd-Service-Station Attendant 915.477-010 

BirAttendwrt y . > : 312.477-010 

^gftlftaifder-^ ■^■/^< ' - . . ■312.474-010 ■, 

j^r^Htip'r-,::'. ^- • . -■■-.■;3ll.477-D10-- 

&er,C^^ i 211.467-010 

l^Condudor--' -'^i \-. ■■ ■■910.667-014 

iCouiitBr Attondaqi Lunchroom or Coffee Shop 311.477-014 v 

'/tarbAUBiidant : V-i ■ j, , :■■ ■" ■ r.:,, 369.477-010. . 

' Costome't-Servlc* Clerk • 299,367^010 

Deliverer. Mercheod'oe ?9?.477-0lO.. 

: |leik Cletl(, Bowling Floor •. , ■ 340,367-010 

Fountain server 319.474^1)10 

«imbling Deiler , 343.467-018 



Came Attendant . v a ^ 
Manager/Branch Store : 
Managert Food Cdncesiiion 
Newspapeir Carrier > . : / V ■ 
Parking*Loi Attendant ; 

Sales'Mtendani , ■ ■ .--v'':-- ■; 

rSalesCterkV;/ v * ; • ' v^''- ...>: ;.■' 
Sales Clerfc/ Food 

Seif-S^ivice<Laundry-and-Dry« Attendant 

tool-and-Equipment'RentarClerk^^^^^^^^^^^ ^ 
Waiter/Waib^ss, OJningCar 
Waiter/Waitress, Formal ■ ; 
VKailer/Waitress, Informal /A 



342.457-010 
369.467-010 
185.167-022 
292.457-010 
915.473-010 
299.677-010 
2g6.477-014 
290:477-016 
369.'677.0i0 
295.357-014 
311.477-022 
311.477-026 
311:477-030 
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Attendant services are tasks performed 
for the cornf^rt and convenience of other 
people/ Attendant services take place in a 
variety of public and private settings:. 
These settings include hotels, restaurants, ; 
athletic clubs, gambling^casinos, reducing 
, salons, and private homes.- Airports, the- 
aters, and sports arenas may ein|)loy these ■ 
workers. ^ 



WORK PERFORMED i 

What would you do as a worker in this 
group? 



Jobs in. this group include personal ser- 
vices of many types. You would perform 
one or more of the followiiig tasks. 

• Serve as an attendant in a laimdro- 

'mat. \ ■ _ ■■■ ■ ' 

Serve coffee or cliear tables in a resV 

■ ■ ' ' ' ' ■■■■ - J. 

taurant. f ' 

• Usher in a theater or sportsVareha. 

• Hand out towels or check'^ personal , 
belongings in a locker room. 

• Operate an elevator. ^ 

, • Carry baggage to »and from hotel 
i rooms, . \ 

• Keep a rest Toom clean and supplied 
with paper towels and soap. 

• Carry golf ' clubs for golfers. , 




•V^---si-.-;.-'-V;:-.-^^ri-t'>d 
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You would keep an area clear or check personal belongings for the comfort or 
convenience* of others. O % ^ 



Whatskiljs, abilities, and interests would help you succeed in this 
kind of work? 

To do this type of work, you should have the ability to leam, 
the skill to perform, and thfe interest in doing most of the follow- 
ing iteims. Not all itemai are important to every job. 

• Perform the samjer tasks over and over. 

• Talk and get along with all kinds of people. 

• Move hands and feet together to carry linens and lead people 
to their seats. 

• Use physical strength to carry baggage or packages. 

• Stand or walk most, Df a work day. 



WORKER 
REQUIREMENTS 



Do you have, or can you develop these skills, abilities, and interests? 
Your answers to tlie following questions will help you decide. 

• Have you collected tickets or ushered-at a school play? Are 
ybii able to stay plea^s&nt and courteous if people are rude? 

• Have you served food or beverages in a cafeteria line? Do6s 
it bother you to stand for long periods of time?. 

• Have -you helped others carry their baggage and parcels? 
" Do you like to help -others in this way? 

• Have'^ou been in charge of sports equipment 'for a team? 
Do you like this kind of duty_?L ll : 
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You may want to volunteer to usher people at the next school play tojest your , 
interest. * - 



PREPARATION 



How can you prepare for and enter this kind of work? 

Many jobs in this group require only on-the-job training. How-, 
ever, formal trairiing is available for some jobs,. For example, 
courses in food and beverage service are offered in some voca- 
tional schools. Many employers are willing to train people with-, 
out experience. . . " 



OTHER 

CONSIDERATIONS 



What else should you know about these jobs?: 

The income for these workers' is. often wages and „1:ips com- 
bined. Some employers provide room and board. . Weekend and 
eveiiing work is required in some jobs. Most employers consider 
the personal appearance >nd attitude of the workei* very import- 
'taht; • ■ . \ ' ' ' , 



QUALlFlCATldNS 
PROFILE 



ERi02 



The following information is a summary of the traits . and 
qualifications, related to the workers in this group. As you read 
it, try to relate your own interests^ abilities, aptitudes, and 
preferences to these worker traits. * 



ATTENdANT SERVICES 



WORK ACTIVITIES : : ; ^ 

Workers generally prefer the following 
types of work activities. ^ 

2. : Activities involving , business contact 

3. Activities -bf a routine, definite, organized nature. 
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WORK SITUATIONS 



Workers ' are willing to adjust to the 
following types of work situations. 
'4. pealing people. 

WORKER FUNCTIONS 

These rttiay be the most difficult func- 
tions workers perforin when dealing with 
data, people, and things. 

Low 'Avg. High 
'DATA. ' ' ■ □ □ -Comparing 
PEOPLE ■ □ . □ -Serving 
THINGS ■ □ □ -Handling 

PHYSICAL DEMANDS - 

Workers must be able to perform the 

following types of physic^ activities. 

L Light work. 
M Medium work. , 

4. ' Reaching, handlirfg, fmgering, and/or feeling. 

5. Talking and/or hearing. 

6. Seeing. , 

. ■.■ V ■ ^ 

WORKING conditions: 

Workers need to adjust - to the f ollow^- 
ing physical surroundings and working 
conditions. , 
. I Inside. . . 
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APTITUDES - ; ^ ^ 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scede. 
Aptitudes Levels 

Low to High- 
• v5 4 3 2 1 



G- General .. ^ , 4-3 

V - Verbal 4-3 

F - Finger Dexterity 4 

M - Manual Dexterity 4-3 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GEp is the general level of learning and 
Reasoning acquired through _ schools, ex- 
perience, or self-directed rftudy. There are 
six GED difficulty levels, ranging from the 
nipst complex (6) to the simplest (1). The 
following statement explains why these 
workers need fhe GEE) level 2-3. 

' . ' ' ^. . ■ - . . . . '■ - - - '~ ■ 

Workers iiie 'common sense' to assist in helping the^, 
public! They.; carry out specific, sinlple instructions by" 
following a routine, 'fpr example, these workers clear 
. tables, open -doors, and deliver messages. 

PREPARATION AND TRAINING 

\ ■ ■ ■' ■ ' ■ ' 

Workers usually gain th6 competencies 
. arid credentials they need to enter Or ad- 
, vance to occupations in this group through 

formal educatioh and draining programs 

or through work experience. 

■ ^-^ 303 
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Enti7 and Advancement Information 



Training Time 



E - To .enter niost .occupatiofis. worker? only need the 
. required competencies and credentials. 

Related Formal Training Programs 

' * s ■ • ■ ' . . " 

Workers usually gain the competencies 
, and credentials they need to enter occupa- 
tions in this group in the following ways. 
• NFT-Most occupations in this group have no related 
.formal, education oj training programs.. 



Occupationsl in this group may require/ 
from 30 days up to and including 3 months 
(SVP 2; 3). 

Related High Schbol Level Courses 

* - ... ■ . 

• • • " f ■ " . ■ • ■ ' 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 

■ • Courses required for completion of . high school 



OCCUPATIONS IN ATTENDANT SERVICES 
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Baggage CiluAer 
.Baggffr 
Bell Captain 
Bellhop/ * 

\qaddle;.■:^J:.::■.:^V;: 

vC^iefeHa Attendant 

^CirtfcrefHelpw;; 

; CheiEkireom Attendant 

CouMwA^ 

(Aiaiiter-Suppli^Ww^ 

DiiUnlK RootnAttandattt 
.■'06oflM,?per ^ ':' ; . 
. Electrologrst : 

BeVator QMrator ' 

Elevator ^rter 



357.477-840^ FoodrServlce Supervisor - 

-920.687-01<r Food-ServicQ Worker^Ho^tRat 

324.i37-QJl4 Hospital EntranceJittendant/ 

324.677 010 Hot-Room Attendant 

341.677^010 Lockor-Robm Attend>nl^^, 

311.677^)10 Manicurist : ■ 

319.677-010 Masseur/Masseuse . 

35&.677-010 Mes?Attendant 

311.677014 Porter , 

319.687010 Racker 

311-677-1)18 Restroom, Attendant 

324.677-014 Rooni'Seivjce Clerk 

339:371-010 Shoe Shiner 

388.663-010 TicketTaker 

388.367-010 Usher 



3l9.I37rOlO 

355.677-010! 

.35S.677-014 

335;677014; 

358.677-01+^ 

331.fr74-01lQ : 

m374-010 ; 

350.677-010 : 

357.677-010 • 

340.477-010: 

358.677-018' 

324.5W-010V 

3661677-010 

344.667.010: 

344.677-014 
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This is an interest in helping individuals with their 
mental, spiritual, sociar, physical, or vocational concerns. 

You can satisfy this interest through jobs in which a 
concern for the welfare of others is important. Perhaps the 
spiritual or mental well-being of others concerns you. You 
could seek a job in religion or counseling. You may prefer ^ 
to help others with physical problems. You could work in 
the nursing, therapy, or rehabilitation field. You may like 
to provide needed but less difficult care by working as an 
aide, orderly, or technician. 
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Social services help people, either one 
person at a time or in groups. Workers in 
this group help people solve both day-to- 
day and special problems. These problems 
may be related to a person's social, per- 
sonal, vocational, educational, -or religious 
development. Churches, schools, guidance 
centers, and nxental health clinics employ 
these workers. Agencies slidi as welfare, 
employment, vocational rehabiiitatiohj and 
juvenile court also off^r jiobs, in this group. 
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A TTiinister 'serves the rieligipus needs of. the ^ongre- 



WORK PERFORMED 

•' ' * ' ■ *■ \ 

What would you do as a worker m this 
group? ^ 

You would help people or groups of 
people deal with ; th^ir personal, educa- 
tional, social, vocational, or religious prob- 
lems. Your work activities' would depend 
on your specific area of training and. in- 
terest You would "perform one or^more 
of the following tasksv ;/ ' 

• Preach or direct 'religious servicesl 

• Counsel students on problems of "edu- 
cational and vpcational planning. 

• Blan and conduct group activities to 
help ' people develop values and goj 

• Counsel and assist troubled person's 
or families toward social adjustment 
and development. 

• Help people, with serious mental prob-l 
lems through counseling and othetr* 
treatment. 

: - • Help prison parolees find jobs and ad- 1 
just to society. - 

• Investigate home conditions and de- 
: termine needs for finiancial, medical, 
, or mental 'help. 

• Counsel people with physical or meii'- : 
"tal handicaps to help them secure 
training and employment. , 
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A parole officer gains 
trust through' tact, honesty, 
and sincerity. ! 




What skills, abilitie^s, and interests would help you succeed in 
this kind of work? \ ' 

To do this type of ^ork, you should have the ability to learn, 
the skill to perform, and the interest in'doing most of the\fo.llow- 
ing items.. Not all items are important tlo^ every job. 
I • Complete graduate level college traiping, 

• Understand the causes and possible solutions to personal 
and social problems. - 1 | 

• Care about the welfare and neei^vi)f others and have a 
desire to be of help. 

• Inspire trust through tact, coinposure;, and manner. 

• Work with students or adults in groups. 

• Prepare sermons or speeches and present them to a group. 
• • Know , and work with local agencies providing couhselirig, 

guidance^^ and welfare services. - ^ 

• Plan and direct guidance programs • 9:nd use availablei re- 
sources. ■ V' V/ \ ■ ■ • .■ r |- 

• Understand and apply welfare/ parole, or college^admissi^^ 
policies and; rules. * * : • ; : ! 
Keep accurate recorjds and write technical reports. 1 ' 

ERLC 
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The University qf Kansas/^ 

WORKER V 
REQUIREMENTS ^ 
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Do you. have or Q^n you develop these skills, abilities, and interests? 

Your answers to the following questions will help you decide. 

• Do you have a strong interest in helping others? Have you 
don6 volunteer work for a ehurch group, a hospital! or a 
service club? 

• Have you ta]^ §chool courses in English composition and 
speech? Have. you been on a debate team or in a speaking 
contest? Do you 'enjoy appearing before an audience? 

• Have you taken school courses in nsychology, sociology, or 
other social scier^es? Do you like to study the behavior of 
people or groups of people? ' \ ', 

• Do your friends come to you for adyice or help on their 
personal problems? Do you enjoy tryirig to help them? Are 
you usually helpful? 



Carle Foundation Hospital 




Doing volunteer work in aTiospltal will help you teat you,r interest in caring fdr and 
helping people. On 
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How can you prepare for and enter this kind of work? ' 

For most jobs in this group, educiation beyond the four-year 
college level is required. Social work or jobs in- psychology often 
require two» or mbrie years of graduate study. Jobs in religion 
and dinical psychology 'also require specisdized training. This 
training usually results in aii advanced degi^iee. School counsel- 
ing jobs usually require a master's degree and one or two years 
of teaching experience. Many jobs in this group require certifi- 
cates or other credentials. 

Some workers enter this field as helpers in social, religious, or 
welfare groups. These workfers receive on-the-job training. How- 
ever, a professional worker usually needs to /have specialized 
formal training. Some private agencies • deal with problems of 
drug addicts, rape victims, or minority groups. These agencies 
accept actual experience and proven human relations skills in 
place of formal training. 



PREPARATiON. 



What else should you know about these jobs? 

Helpipg others may be- more important than the amount of 
pay received for -many Workers in this group/ Local recognition 
may also be important to them. Working hours may vary in 
some jolis. Weekend work and on call duties may be required. 
Some workers may deal with disturbed or highly sensitive people 
and han4le-Gonfidential inf ormation* 

Most V^OTkers must updatie their kno\^ledge and skills. They 
read professional journals and study new policies' and rules. They 
also attend^eminars, summer schools, and workshops. 



OTHER 
CONSIDERATIONS 



v 
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The following information: is a summary of the traits and 
. qualifications related to the workers in this group. As you read 
it, try to relate .your own /interests, abilities, aptitudes, and 
preferences to these worker traits. - , . 
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WORK ACTIVITIES 

Wpvk^rs generaiiy prefer the following 
types} of work aetivities. . - 

4. AQ^i'vities involving direct personal contact 1o help or 
insiruct others. 

5, Activities resulting in recognitmn or appreciation jrom 
others. -\ . '\ 
Activities involving the dgtmrnunication. of ideas and 
information. ^ ^ - v 

8. Activities involving creative thinking. ^ 



WORK SITUATIONS 

. Workers are willing to adjust to the 
► following types of Work situations.; 
1. Performing duties which change frequently.. 
•3; Planning and directing an entire activity. 
4; '.Dealing vyith people/ 
7. Making decisions usihg .personal judgnient 



SOCIaI SERVICES 



WORKING CONDinpNS 

AVorkers need to adjust to tl?e follow- . 
ing physical surroundings and working 
conditions. . ■ , „ , .;, 
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APTITUDES ' ' 

These levels of aptitudes (ability to 
learn) are related to the average spccess- 
ful performance of workers in this group. ' 
Levels "are rated on a 5 to I sccde. 
Aptitudes , Levels „ 

' V Low • to^ High / \ 



6 -r General 
,V - Verbal . 
■ N - Numerical 



5 4 .3 .21 
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WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and, things. , • 
. . ' ' Low Avg. High. 
DATA. . '□: n^ B ■ - Coordinating •. 
PEOPLE "- n^ □ ■ -iVleritbring 
THINGS ■ ■ □ ;□ .-Handling 



PHYSICAL DEMANDS ' 

Workers nnust be able to perform . the 

.following types of physical activities. 

S Sedentary work: . , 

. L Light work. - . ; ; .: • 

5. Talking and/or hearing. 4 

6. Se?^ng; . . ' . ■ . , : ' . . ' 



GENERAL EDUCATIONAL ■ 
PEVELOPM^NT (GED) A 

GED is the general level of leaming^nd-^ 
reasoning acquired through schools, ex- 
perience, or self -directed study. There are - 
six GED difficulty levels, ranging froni the 
most: coniplex (6) to the simplest (l) . The ; 
following statement -explains why these, 
workers need the GED level 5-6. , . • 

Workers apply logical thinking to counsel -others or - - 
help a person define and solve personal, probiems: These 
workers interpret and use, a wide rafige of technical-infor- 
matibn and iflstructions presented in bodks, manuals, and^ 
diagrams: They also deal*with' concrete and. abstract vari- 
ables such as delinquency, rehabilitation, child welfare, ■■ 
and specialized teaching -aids. . . ; 



sociaI services 



PREPARATlbfNf AND TRAINING \', 

v. Workers usdaQly gain t^^ CQijipetencie§ 
and credentials they hieed to enter' or ad- 
vance to occupations in this groiip through 
formal' education and tr^aining progi'ain 
or through work ;e>iper^ , ; : 
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.Training Time 
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Occupiations in this group may require 
from oVer ^years up- to and Over 10 years 
(SVP 7, 8; 9)> - • 



Entry and ^Advancement Information . 

. . E ~ To' enter isome occupat ions workers only need the 
•required comBetenciesvan.d credentials. 
A.r-Io advance to some occupations workers not only 
need the required competencies and, credentials 
but also related work experience. 



Related High School Level Courses 



The following hi|h school' courses are ; 



helpful in preparing for th§" occtipatioris 
in this group. ' 



Related Formal Training Programs 



Important Courses 



Workers usually gain the cornpetencies 
and credentials they need to enter occupa- 
tions in this group irt the following ways. 

G - Graduate* degree . in counseling, psychology, or 
<^ special education. : ' . - ; .^y^^ 

C - Four-year degree in social wofk|relltron,%r related 

■ '. ' field. '■ ' ■ ■ -^^^ . , 
T- Qne- and two-year technical schobTprograms in 

. social work. - 



• Course's required for entrance to post high school 
formal prograrfis. .. . . 

• Language Skills. . ' . . 



Helpful Courses 



Sociology. 
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"Cne Aide -vi 
■ GasBworksr / ; 
Caseworker Supenisor 
Christian Scleniie Practitiormr 
Clergy Member ; .: 
Couiwelor' <V.;::;;' J:V::;" 
Director of Counseling : 
Director i>f Religions Aii^Uylties 
Educat^bii|i:Therapis^ ' '■. ■ 
.'...Qrbiip.Wfirinr;;' . 
"'.'Parole Officer "r-. 
Probation Qificef ' 
. Pqwliologist, Clinical ' 
V psychdogist, 6iunseling : 

ERIC ' 
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195.367^010 

195.107-010 

195.137^910 

129.107-014^ 

120.007-010 

045:107^P1(J 

045.l07;§^tS 

129.407'OIS 

094v??7-010 

I93.164-t)i0 

195.167-03Q • 

195:iS7-b34 

045.107-022 

045.107-026 



Psycliologist, Scljool - 

Residence Counselor 

Sodal Group Wotl(er 

Sodal Worker, Delinquency Prevention 

Social Worlter; Psyclilatric 

Socbl Woriier, Medjcal. 

■Soaal Worker, School 

^;tifii^nindiMppe4 Students 

teacher, Mentally Retarded, 
: Veterans Contact Representative 

Vocational'Rehabilitation Counselor 
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045.107-034 

045.107-038 

195.107.022. 

195.107-026 

195;i07r034 

195.107f030 

195.107-038 

094.227-014 

094224-010 

094.227-018 ; 

094.227-022 

187;167.i08: 

045.107-042: 
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SERVICES 



ISTursingv^lid therapy, services^ involve^ 
^ caring for arjd treating people to promote 
| their R{i^c^ and emotional "well-being. 



^ost workers in this 'group are coheerhed 
with ill and injured people. They also care 
for arid treat people with physical handi- 
caps. Some workers " are involved in the 
prevention of health problems. Some 
workers train or supervise'^bthers engaged 
in the care and 'treatment of patients. 
Hospitals, niirslng homesj-^and* rehabilita- 



. Department of Labor 
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tion centers hire workers jn this group. 
Schools, industrial plants, doctors' offices, 
and private homes; also offer these jobs. 



• A dental hygienist educates patients to avoid futOre 
dental problems^ 



WORK PEIRFORMED 

What^would you do as a worker in this, 
group? 

You would provide nursing care or 
therapy services for the ill or physibally 
handicapped. You would work t6 prevent 
health problems. You would perform one 
or more of the fojlowing tasks. 

• Give nursing care to sick people in a 
' hospital or nursing home. 

.• Assist a physician in a clinic or a 
doctor's office. 

• Train handicapped persons to get in 
and out of bed, dress, 'prepare meals, 
or care for a home. ; 

• Teach nureing students in a college 
, or vocational school. \ 

• Qean and X-ray teeth and give fluo- 
ride treatments. 

• t*lan and carry out a school health 
program. 

■ • Use therapy methods and equipment 
to help restore patients' muscle func- 
tiori.-- - ■ 

• Supervise workers who provide nqrs- 
ing care or therapy services. 



A nurse's duties include . 
keeping records as well as 
patient care" 
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■ ... . ' • , ■ *^ 

What skills, abilitiefs, and interests would help you succeed In 
this kind of work? • ; 

To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 

• Complete nursing or therapy training program. 

• Care for the welfare and needs of others and have a desire 
to help. 

• Follow instructions exactly ^d keep accurate records. ; 

• Communicate with ill or handicapped people. 

Move eyjBs and hands together and use fingers with skill. 

• Inspire trust thi-ough tact, composure, and manner. 
.• Instruct, plan, and oversee the work of others. 



WORKER 
REQUIREMENTS 



Do you have or can you develop these skills, abilities, and Interests? 

Your answers to the following questions will help you decide. 

• Have you taken science courses in school? Do' you enjoy 
these courses? ^ , 

• Have you worked as an aide in a hospital, hursing home, or 
such other setting ? Do you like helping people who are ill 

. or injured? 

• riave you had school courses or other training in art, crafts, 
.speech, or music? Would you like a. job in which you use 

these skills to help others? 
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NURSINq Aiyd ThERApy SERVICES 



PREPARATION 



'* • Have yoi; assembled or studied a plastic model of a^hiimaif 
body? Are you interested in human anatomy? 

• Have yoii had a course in first aid? Have you given emer- 
gency treatment to someone ilVor injured? , . 

• Have you takea a science course which required you to 
dissect 'an animal? Did it bother you? . 

How can you prepare ifor and enter this kind of work? 

People entering the nursing or therapy occupations must have 
special training beyond the high school level. 

Three types of progfens pr e pare studefl t s to becom e^regi^ered 



nurses. The diplonia program, in general^ is three years 1^ 
and hospital based. In some cases, students take basic science 
and liberal arts courses at nearby colleges. In other cases, stu- 
dents receive all instruction at the hospital, school. These pro- 
grams include instruction and clinical experience which prepare*' 
students to giye nursing care to patients. 

Community colleges, technical schools, or universities offer 
associate degree programs. In general, these programs arie two 
years in length. - ^ - 

Bachelor*s degree programs are, in general, four years in 
length. These programs offer the student a wider variety of 
courses, clinical experiences, and skills directly related to patient 
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.Graduates of all three programs are required to pass a state 
board test. Only then can a graduate be licensed as a nurse. 

To enter, most th^py programs, students must have a two- 
year associate ded^e or a four'^year bachelor's degree in a related 
field. Training includes course work related to the specific kind 
of. thea^py as weW as supervised clinical experience. Certificate 
progr^s are offered in physical therapy, vocational therapy, 
and other therapy: areas. These are offered to students with a 
bachelor's degree in a related subject such as sociology or biology. 

Graduates of most ;therapy programs must pass a test before 
they can be certified to practice. 



What else should you know about these jobs? 

Jobs in .nursing arid therapy may involve direct patient care, 
supervision, research, or teaching. Thfese jobs may also combine, 
these activities. Students interested in these jobs should start to 
take the basic courses early in their training. , 

The fpllbwing information is a summary M the traits and 
qualifications related tb the workers in this groUp. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
' §**eferences to these worker traits. - . 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS 
w PROFILE 
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WORK' ACTIVITIES 

Workers generally prefer the following 

types df^'ivork activities. 

4. Activities involving direct personal contadf to jielp or 
instruct others. 

6. Activities involving the communication of ideas and 
Information. 

7. Activities of a scientific and technical nature. 

WORK SITUATIONS 

Workers are willing to adjust to the 
following types of work situations. 
1. Performing duties which change frequently. - . 
4: Dealing with people. 

7. Making decisions using personal judgment 

8. Making decisions using standards jbat can be mea- 
sured or checked. ' , 

10. Working within precise limits or standard^ of accu- 
racy: , 



WORKER FUNCTIONS 

^|ese may be the most difficjult func- 
tions^^kers perform when dealing with 
data, people, and things. 

Low Avg. High 

DATA □ □. ■ -Coordinating 

PEOPLE ■ □ ■ □ -instructing • 

THINGS □ ■ □ -Manipulating 



PHYSICAL DEMANDS 

V 'Workers must be able to perform the' 
. following types of physical activities. 
L Light work. 

M Medium work. ' 

4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/ or hearing. 

6. Seeing. 

ERlQfi 334 



WORKING CONDITIONS V 

* Workers need to adjust to the follow- 
' ing physical- surroundings and working 

conditions; • ' 

I " Inside. 

APTITUDES ^ 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful perfprmance of workers in this group. 
Levels are rated on a . 5 to 1 scale. • 



Aptitudes 



G- General 
V-Verbal 
N- Numerical 
S- Spatial 
P - Form Perception 
Q - Clerical Perception 
K - Motor Coordination 
F - Finger Dexterity 
M - Manual Dexterity 
C'- Color Discrimination 



Levels 
Low to High 
5 4 3 2-1 



2 

3-2 
3-2 
3 
3 

4-3 
4-3 
3 

3 . 
4-3 



GENERAL €DUCATIONAL 
DEVELOPMENT (GED)^ 

GED is the genjeral level of learning and 
reasoning acquired through schools, ex- 
perience,, or self-directed study. There are 
six GED di^ulty levels, ranging from the 
most complex (6 J to the sirriplest (1). The 
following statement explains why . these 
workers need the GED' level 4-5. - 

Workers use technical knowledge ' and apply logical 
thinking to care for or administer treatment to sick or 
handicapped people. These workers interpret a variety of 
technical instructions presented in books, manuals, dia- 
grams, Or by supervisory wocljers. They deal with concrete 
and abstract factcFrs such as prescribed medication and 
treatment, and patients' emptioriar adjustment. . 



NURSINq ANd ThCRApy SERV ICES 



PREPAFJATION AND TRAINING 
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Training Time 



Workt^rs usually gain the competencies 
ahd credentials they need to enter or ad- 
vance to occupations in this group through 
fprmal education and training programs 
or^ through work experience. 

Entry and Advancement Information 

E - To enter most occupations workers only need the 
required competencies and credentials. 



'Occupations in this group ma:y require 
from over 1 year up to and Including 10 
years (SVP 6, 7, 8). > 

Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
iirthls group. '. ^~ • , ■ 



Related Formal Training Programs 



Important Courses 



Workers usually gain the^ competencies 
and credentials they need to enter occupa- 
tions in this group in the fpUowing ways. 

C- Four-year college degree in nursing or. therapy. 

T - Two- and three-year technical school and hospital 
programs. 

V- Vocational school health courses. 



• Courses required for entrance to post higlf school 

formal programs' V 

• Biological Sciences. 

Helpful Courses 

• Sociology, Chemistry. * 



OCCUPATIONS IN NURSIN.Gi.jAND THERAPY SERVICES 



Art Thisniplst 
0«irtal Hygienist 
tmnsitncf Medical Technician . 
Hlfprioiher*plrt , 
Ihdintrfittharapist 
. Miisic Therapist ' 
. Nurse i|hesthetlst 
Nursei€eneraipiity 
Nurse, Head 
Nurse, Instructor 
.Nurse, :|JMn^'"'i'Kticar 
Nurse, Office 
•Ifurse, Private Duty ' V . 
Nurse, School 

Nurse^ Staff, Commiinity Health 



ERIC 



076.127010 
078.361 010 

079.374- 010 
079.157-010 
076.167-010 
076.127-014 
075.371-010 

075.375- 010 
0^5.127-018'' 
075.121.010 
0^9.37*014 
075;374-0W' 

, 075.374-018 
d75J24-010 
075.124-014 



NursejStaff, Occupational Health Nursthg 
NurserSupenrisor ; ' 

Nursa;Supenfl8ori ;Commun|ty-Hea(M Nursing 
Occupational Therapist . ! 
Occupational Therapy Assistant 
lOrthoptlst 

* Physical Therapist :^ * ' ■ \ 
Ptqfsicat Therapist Assistant 
Physician Assistant 
:Podiatric Assistant 
Program Aide; Group Wdric 
Radiologic technologist 
Recreational Therapist 
Respiratory Therapist 
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075.374-022 

075.-127-022 

075.127-026 

07i6.121-010 

076.364-Oiq 

079.371-014 

076.121-014. 

076 224-010 

079;364-bl8 

079.374-018 

195.227-010 

078.362026 

076.124-014 

079.361-010 
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Chltd ANcI AdulT CARE 




Child and adult care iiivolves assisting 
in the physical <:are or welfare of others. 
Somie workers, assist in the care and treat- 
ment >of the sick, in'jumijJ^iLi physically^ 
handicapped. Other workers mainly tare 
for young children or the elderly. Hos- 
pitals» clinics," da^ care centers, and nur- 
sery schools' hire workers in this group. 
Treatment centers for the handicapped 
and private homes als\ provide jobs in 
this group. ^ : 

WORK PERFORMED / 

What would you do as a worker in this 
group? 



You I would assist professional heaim 
workers in treating the ill or injured. Ypu 
wo]uld care for children or eld^y peopled ^ 

You would performraife or niope oJ^ xhe 

■ i ■ ■ ■ ■ ' ■ ■ i 

foll^jivdng tasks. ' ./ - 

• Help elderly persons bathe, fe^d, /and 
dress themselves. . I 

• Supervise children in a day care /cen- 
ter or nursery school. ^ / = 

• Operate medical equipment as dij^ected 
by trained personnel. • 

■ ■ • Giveljemergency first aid. 

• Prepa|re patients for exan[iinatii)n and 
hand instruments to physician!. . * 

• Change bed linens or serve ^ood to 
patients in a hospital. 

Cornell University . ^ , 



^TG 



10.07 



To perform these tasks with patience 
. and iact, you .slioCjId liave a genuine 
desire to help people. 




What skills, abilities, and interests would help you succeed in 
this kind of work? 

To do this -type of work, you should have the ability to learn, 
the skill, to perforni, and the interest in doing most of the follow- 
ing items. "Not all items are important to every Job. 

• Understand and follow. written or spoken instructions exactly 
in caring for the sick or injured. . ■ 

• Move eyes, hands, and fingers skillfully to us6 medical equip- 
ment or instruments. . 

• Inspire trust through tact, composure; and. manner. 

• Care for the welfare and needs of children and elderly peo- 
' ple. Havfe a desire to be oFKelp. ~ 

■• Talk aild relate to ill or handicapped people. 



Department of Labor 



WORKER 
REQUIREMfeNTS 

■ • • i 



V 



Do you have or can you develop these skills, abilities, and interests?; 
Your answers to the foUovving questions will help you decide.. 

• Have you cared for children or sick people? Are you patient 
with and able to relate to those who cann6t care for them- 
selves? 

• Have you had courses in first aid? Have you given emer- 
, , gehcy treatment to someone ill or injured? ' 

• Have you worked as a volunteer in a hospital or nursing 
home? Are you concerned with the welfare of others? 

• Are you good at games? Do y.ou have some talent in art, 
' music, or crafts? Would y^U enjoy teaching these to young 

o children? 



CLUES 



ERIC 
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; On itie Job training Ihcl udes 
■Watching demo^ 
given by experienced ' ' 



child ANd Adulr care 




PREPARATION 



How can you prepare for and enter this kind of work? 

The training required to enter this kind of work does not. 
usually ^ekceed one year. Many, employers prefer high school 
graduates. If the demand is critical, employers may hire workers 
with less education for some jobs. Hospitals , and clinics' offer 
on-the-job training for many jobs in this group. This training 
usually includes classroom instruction, demonstration, and' super- 
vised practice. . / 

Local agencies, junior colleges, and vocational schools also 
offer training in some jobs. , - i ' 

Basic skills and exp^ience in homfemaking and child ^nd adult 
care are important to some jobs, 

V." ■ . ... 



OTHER 
CONSIDERATIONS 



What else should you know about these jobs? 

./there is of teh great personal satisfaction in assisting others 
' who need* l|elp. , ^ , . . , . 

Since heauh care is required 24 hours a day, wokcing hours 
will be varied in many of the health occupations. 
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QUALIFIGATIONS PROFILE 

The following information is a suminarji of^the traits and 
qualifications related to the workers in, this ^0up. As you read 
it, try to relate your o\yn interests, abUiti|s, aptitudes, and. 
preferences to these worker traits. 



WORK ACTIVITIES 



PHYSICAL DEMANDS 




Workers generally prefer this following 
types of work activities; 

2. Activities inv^ing business contact. 

3. Activities of a routine, definite, organized nature. 

4. Activities involving jlirect personal cbntact to help Or 
instruct others. 



Workers Ymust be able to perfo 
following types oj^^physical actiyiti 
L Light work. j.:. . ^ ^ 
M Medium worR. V 

4. Reaching, handling, fingering, and/ or feeling 

5. Talking and/or hearing. ' ' 

6. Seeing. 



WORK SITUATIONS 

Workers are willing to [adjust to the 
following types of work situations. 
1. Performing duties which change' frequently. 
4. Dealing with people. 

7. Making decisions using personal judgment. 

8. Making decisions using standards that can mea- 
sured or checked, 

10. Working within jirecise limits or standards . of accu- 
racy. 



WORKER FUNCTIONS 



These may be the most difficult func- 
' tidns' workers perform When dealing with ' 
data, people, and things. 

Low Avg. High ' 
' DATA . □ ■ Q - Compiling 
PEOPLE ■ □ □ -Serving 

THINGS , □ ■ □ - Manipulating 

"O " • ■ • ■ 

ERIC 



WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. 
1 Inside. : " 



APTITUDES ' 

These levels of aptitudes (ability to' 
learn) are related to the^verage success^ 
ful performance of workers in this group. 
Levels are rated on a 5^to 1 scale. 
Aptitudes " Levels S 

Low to High 

. "■.'■5 A Z 2 I 



G- General 
•y- Verbal 

■ Q - Clerical Perception 
K - Motor Coordination 
F - Finger Dexterity 
M - Manual Dexterity 



3 
3 

4-3 
4-3 

4.-3 

S :.-3 
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GENERAL EDUGATIONAl. V 
DEVELOPMENT (GED) 

GE0 IS the general level of learning and 
reasoning- acquired through schools, ex- 
pienence, or self -directed study. There are . 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The. 
"'following statenient explains why these 
workers need . the GED level,3 r 4. 



- Workers use technical knowledge and common sense to 
assist with the dare and treatment of sick or handicapped 
persons or wUh tbe care of children or elderly persons. 
Thes^ workers c|rry out instructions given to them in 
written or oral form. They deal with concrete variables 
such ,as hospital supplies, medical instruments, and 
nursery school or playroom equipment, 



PREPARATION AND TRAINING ' 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



ckuLd ANd Adutr care 



Entry and Advancement Information ^ 

E -To enter most occupations workers only need the 
. required competencies and credentials. ■ 

Related Formal Training Programs 

Workers usually gain the competencies 
and credentials tl?ey need to enter ocCupa- 
"tions m this group^ftrttte follpwiri 

V'- Vocational school courses in health care or home 
.; economics. • ^ . . " ^ 

NFT - Most occupations in this groiip have no related 
formal educatibn or training programs. 



Training Time . 

Occupations in this group may require' 
from bver 1 month up to and including 
2 years (SVP 3, 4, 5, 6). 

Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 

• Courses required for completion of high' school. 



OCCUPATIpNS IN CHILD AND ADULT CARE 
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Ambulsfice Attendant 
KttendjinI; Children's tnstltution 
Birth Attendant 
(%ild-Care Attendant, School 
Child MonHpr. 
Chlidren'ftutpr' . . 
Companion ; 
Dsiital AMistant ■ 
.:pectrocafdiograph ' 
-ElecfrMncophalosraphlc Technologist 
FosterPareht 
/ iBiMidr 8diMl>Cn»«ng 



355.374-010 

359.677010 

354.377 010 

355.674-010 

301.677-010 

099577-010 

309.677-010 

079,371-010 

078.362-018 

078,362-022 

309.677-014. 

371.567010 



i)22 



Home Attendant 
Medical Assistant 
NursaAide ' 
Nurse, Practical 
Nursery School Attendant 
. Occupational Therapy Aide 
Orderly 

Physical Therapy Aide 
; Pliyrpom Attendant . ' 
Psychiatric Aide 
iSurglcal TPchriician 

o -i fj 



354:377-014 
079.367^010 
355.674-014 
354.374-010 
359.677-018 
355,377-010 
355.674-0|i8 
355.354:010 
359.677-026 
355.377-014 
0743^4-022 



n. 
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-leading-^d^influeneing-others 
through activities involving verbal or nuiriierical abilities. 

You can satisfy this interest through study and work 
in a wid? variety of professional fields. You may enjoy the 
challenge and responsibility of leadership. You cdidd seek 
work in administration or management. You may prefer to 
work with technical details. You could find a job in finance, 
law, social research, or public relations. You may like to 
help 'others learn.. Perhaps working in education would 
•satisfy, you.'".-;' v. ^' . . 




323 



11.01 



WTG 



M AThEM AT IC S AINcI STATIST ICS 




] 



Mathemaxics and statistics involve work- 
ing with numerical data and computer sys- 
tems. Workers in this group apply mathe- 
matics in theories to solve problems "or 




ERIC 



Actuaries gather and analyze statistics to balculate 
the probabilities of human deaths and accidents for 
insurance companies. 



coriduct research, Golleges, firms, and 
government agencres~whiclrT(se~ci 
to conduct statistical research 1 employ ^| 
these workers. ' --k 




WORK PERFORMED 



What woujd you do as a worker in this 
group? 

You would analyze and inteipret stMis- 
tics or design computer programs arid sys- 
tems. You would perform one or more of 
the following tasks. f > 

• Study data about human deaths, acci- 
dents, and illne^sses to set premium ^ 
rates fo^ an insuKange company. 

• Forecast labor trejids and recommend 
policies^by. studying labor supply arid 
demand. ' 

• Conduct studies of the birth and death, 

■ ' rates. : . ^ ■ . 

^ • Convert business or scientific prob- 
lems into n^jmbers and symbols for 
computer processing. r , 
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MAThiEMATICS ANci STATISTICS 




Western Electric 



Computer programmers must first analyze the problem to be solved before they 
can write the detailed instructions for processing the data; ; ' 



What skills, abilities, and interests would help you succeed in 
this kind of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. " . 

• Understand and use thieories in mathematics. 
« Apiply principles of economics and statistics. 

• Use personal judgment as well as provable facts to make 
decisions. 

■ ■ \ ■■ , • ^ ■ ■ 

• Use computer technology to solve problems. 

. • Speak ind write precisely. 
ERIC 
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MAThEMATICS ANd STATISTICS 



CLUES 



Do you hiave or can you ^develop these skills, abilities, arid interests? 

Your answers to the following questions will help you decide. 

• Have you taken advanced' math courses? Can you under- 
stand the principles presented in these courses? Would you 
like to continue math studies? , ' ■ :■ . 

• Ha.ve you used a pocket calculator? Can you use all of the 
basic functions built into the calculator? 

• ' Have you worked with computer printouts? Have you had 
a course in computer science? Are you interested in work- 
ing with coniputers? 



PREPARATION 



How can you prepare for and enter this kind of work? ^ 

Four or more years of college study in mathematics, economics, 
or statistics are required to enter this type of work. Some jobs 
require experience in hanking, insurance accountingj or a related 
field. Experience and training in a scientific or technical field is 
needed for other jobs. Government agencies usually require appli- 
cants to pass a civil service test. 



oiSTOiMER SERVICE 
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You /nay have to work 
several years in a related : 
field to gairr.the experience 
needed *ln';somB of the . 
grbupis occupations/: ■ . - ' 



MATlfCIVIATICS ANd STAtlSTiCS 
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What else should you know about these jobs? 
- Workers are expected to keep up with developments and trends 
in their specific .area. They may attend seminars and worltshops, 
or study for advanced degrees in the field. 



OTHER 
CONSIDERATIONS 




QUALIFICAT?ONS PROflLE 



' The foUowiing information is a summary of the traits, and 
'qualifications related tq^flie workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. \, - 



VWORK ACTIVITIES 



WORKER FUNCTIONS 



Workers, generally prefer the following 
types of work activities. ' 

6. Activities involving the communication of Ideas and 
- information. 

7. Activities of a scientific and technical nature. 

9. Activities involving processes, methods, or machines. 



These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 

Low Avg. ,High ''"^ 
DATA . . □ ■ -Coordinating . '. 

'"PEOPLE ' H □ □ -Speaking/Signaling 
THINGS □, □ -Handling 



WORK SITUATIONS., 

• . - - ' ' ' 

Workers are willing to adjust to the 
following types of work situations. 

3. Planning and directing an entire activity. 
7. Making decisions using personal judgment. 
' 8: Making decisions using ^standards that can be rnea- 
. sured or checked. • ; - ' . ' 

ERJC ; 



PHYSICAL DEMANDS 

Workers must be able to i)erform the 
following types of physical activities. 
S Sedentary vyork. 
6. Seeing. 
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WORKING CONDITIONS 



Workers need to adjust to the follow- 
ing physical surroundings and working 

conditions. _ 

I Inside. 



APTITUDES 

■■ 

These levels of aptitudes (ability to 
learn) are related, to the average success- 
performance of workers in this group. 
Levels are rated on a. 5 to 1 sccile. 
Aptitudes Levels 

* ' Low to High 



MAThEMATICS ANcI STATISTICS 



They deal with abstract variables 'such as numerical and 
-statistical equations, charts, and graphs and with such, 
conci^te variables as data processing equipment. ■ ■ 



t^REPARATlON AND TRAININa 

Workers usually gain , the competencies 
and credentials they need to enter or . ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. \ 



Entry and Advancement Information -> 



6 -General 
V- Verbal 
N - Numerical 
S - Spatial 

Q - Clerical Perception 



5 4 3 2 1 

'■ 

2-1 
2-1 
2 

•2 



E- To enter some occupations workers only need the 
required competencies artd credentials. 

A -To advance to" some occupations workers not only 
need*" the reqilired competencies and credentials 
but also related work experience. ' '; 



Related Formal Training Programs 



GENERAL EDUCATIONAL " 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1) . The 
following statement explains why these 
workers need the GED level 5 - 6. 
. Workers apply logical thinking and scientific methods 
to. coliect,, analyze, and apply numerical data and statis- 
■ tical concepts from which they draw valid conclusions. 

ERIC 



Workers usually gain the competencies 
and credentials they need to. enter occupa- 
tions in this group in the ^pllowing ways. 
G- Graduate degree in mathematics, statistics, or 

computer programming. 
C - Four-year college degree in mathematics, statistics, 

or computer programming. 
V - Vocational school courses in data processing. 



Training Time 

Occupations in this group may require 
from over 2 years up to and over 10 years 
(SVP 7, 8, 9). 



^328 



3i 



O- 



MAThEMATICS ANcl STATISTICS 



Related High School Level Courses 

The folioiwing high school courses are 
helpful in preparing for the occupations 
in this, group. 



• Courses required for entrance to post high school 
formal programs. 

• ^Algebra/ Geometry; Advanced Math. 



I- 



OCCUPATIONS IN MATHEMATICS AND STATISTICS 



Coiuultant 

RniiiiriiilOirialirtt 



Forms Aiinlyit 

: lilMiiKeir; BaclrpriicDaU Processing 
MathematinI Techntelan 
OpeiationS'ReMwch Jb^^^ 



020.167-010 
189.167-010 
020.067-010 
020.167^ai4 



161^67-018. 
169.167-030 
020.162-010 
020.067-018 



Programme^ Business / > I w ; 0^^ 

Programmer; Chief, Business : , ; ' . 020/167-018 

Programmer^ Detail / • ^^^^^^ ; : ■ 

PriDgrammer, Engiheering^nM 

Statistician, Applied : 

StatistidaniMathemalicar^^^^ . . 

Systems Analyst, ElecUoiiic Data Processing ; 0 




J 
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SCRVICES 



, Educational and library • services iticlude 
teaching, counseling, and library work. 
Job settings are schools, colleges, libraries; 
and other eidiicational agencies- ^ 

■ , ■..'.or 

WORK PERFORMED 

What would you do as a worker in this 
group? , , 

You would teach or work in- a library. 
Ypu would perform one or more of . the 
following tasks. ' 

• Teach classes in an elementary" or 
secondary school. ; 

• Iowa State University ' 



Help students explore possible caree 
alternatives iand plan for furt 
training.,. 

Conduct college qourses for 
graduate or graduate students, 
Teach improved homemakinj 
tices to adults and youth. 
Teach a trade in a vocational scflooL 
Plan and produce audio-visual niate- 
rials for education or training pro- 
grams^ 

Demonstrate and teach new farming 
methods to adult farmei^s. . 
Order, process, and loan books in a 
Ubrary. 




4^ 




Elementary school teachers have responsibilities 
both inside-and outside the classroom. 
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As a colleiae instructor, you might 
supervise studiants in a biology lab* 
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Cornell University 



What skills, abilities, and interests would help you succeed In 
this kind of work? 

To do this type of work, you should have the ability to learn, 
the skill to perfoi:mj and the interest in doing, most of the follow- 
ing items. Not all items are important to every job, 

• Understand and apply basic Rrinciples of effective teaching. 

• Gain respect and trust of stuaents. 
Develop mean\iigful and interesting learning materials. 



. ~ j^g^3p"^pecial skills and^knowiedge in one" or more aca- 
demic or vocational subjects. 
• Use the standard system for maintaining a collection of 
books and other materials in a library. 

■ERIC";: • .,• 
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lEduCATIONAl ANd llbRARy SERVICES 



Do you have or cafTyou develop these skills, abilities, and interests? 

Your answers to the following (Questions will help you decide. 

• Have you been a camp or playground instructor? Do you 
enjoy working with children? 

• Have you helped others with their homework? Can you 
explain things clearly? Are you patient with those you help? 

• Have you been a member of Future Teachers of America 
(FTA) or a similar group? Do you want to teach others? 

•'Have you helped a teacher grade papers or prepare teach- 
ing materials? Do you like this type of work? 

• Have you helped a librarian catalog or shelve books? Do^you 
like to work in libraries? 



Department of Labor 




You^ may ^ fh^the^schbbl ^ 

jlbratiy diirim 



A guidance counselor must have the 
xespect and trust of students. 



11:02 



County extension agents must have 
several, years of training and. exper- 
ience to help farmers solve agricul- 
tural problerns, . 




'U. S. Department of Agriculture 



How can you prepare for and enter this kind of work? ' 

Four or more years of college study are required for most jobs 
in this 'group. School principals and college teachers must have 
graduate degrees. Teachers in public schools must have state 
certificates for the subjects or grade levels they teach. Certifi- 
cate requirements vary among the states. However, certain levels 
of education and experience are standa,rd- Vocational teachers 
usually must have several years* of experience in business or 
industry. Counselors are usually required to have teaching 
^experience and an advanced college degree. 

VVhat els^ should you know about these jobs? 

Job openings in this group usually depend on the subject area, 
grade level, and teaching specialty. A decline or increase in the 
number of school age children in an area also influences open- 
ings. Most teachers are not required to; work a twelve-month 
year. Many seek sumn^er employment or continue their educa- 
tion when not Jteaching, 
■■ — ■ — — ■ ■ ' ■ — — — — ■■ — ■- 3 

Teachers usually work the regular school day. In addition, 
they plan program;s, keep records, grade papers, and attend 
meetings. Teachers may also, supervise student activities after 
school hours/ They may receive extra pay for some of these 
activities- 



PREPARATION 



OTHER 
QONSIDERAJIONS 
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QUALIFiCATIONS PROFILE 



The following informgjtioi^is a summary of the. traits and 
qualifications related "to the workeris in this group. As you read 
^ it, try to relate youi* oy^ interests, abilities, aptitudes, and 
preferences to these woi^kfer^ traits. 



WORK ACTIVITIES 

: .Workers generally prefer the following 
types- of Work activities. 

- 2v Activities; involving business contact. 

4. Activities involving direct personal contact to help or^ 
instruct others. 

5. ' Activities resulting in r,ecognition or appreciation from 

others. ' 

6. \Activities involving the communication of ideas and 

iriformation. \- 



PHYSICAL DEMANDS 

Workers must be able to perform the 
following types of physical activities. . 
S. Sedentary work. . 
1. Light work. 

4. Reaching, handling, fingering, and/or feeling. 

5. Talking and/or hearing. 

6. Seeing. 



WORKING Conditions 



< 



WORK, situations 

Workers are willing to adjust to the 
following types of work situations. 
1; Performing duties which^change Jrequently. 

3. Planliing and directing an eritire activity. 

4. bealing with people. 
7.- Making decisions using personal judgment 



WORKER functions 

' . These liiay be the most diflBcult func- 
jions_W-orkers-4)erform_wJaen-dealin^with- 
data, people, and things. 

bw Avg. , High 

□ •□ ■ -Analyzing 

□ ■ □ - Instructing 
■ □. □ -Handling 



DATA 

PEOPLE 

THINGS 



Workers need to adjust to the follow- 
'ing physical surroundpgs and ; working 
conditions. 
I Inside. 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of wdrkers in this groupi. 
Levels are rated on a 5 to 1 scale. 
Aptitudes Levels 

— .^0 High 



G- General 

V- Verbal . - 

Nt- Numerical 

Q - ClericalPerception 



er!c4 



3^0 



5 4 3 2 1 
2-1 

. -3 
3-2 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

• GED is the general level of learning and 
reasoning acquired through .schools, ex- 
perience, or self -directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 5-6. 

Workers apply logical, thinking to the principles and 
techniques of teachmg or providing library services. They 
communicate educational and vocational information to 
others , or assist in providing reference materials. They 
deal with a variety of abstract and concrete variables 
such as human growth and development, learning pro- 
cesses, books, and periodicaTSMhese workers deal with 
subject matter ranging in difficulty from beginning read- 
trig to nuclear physics. ' 



PREPARATION AND TRAINING. 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 

Entry and Advancement Information 

E-.To enter most occupations workers only need the 
required competencies and credentials.. 

\ Related Formal Training Programs 

Workers usually gain the competencies 
and credentials they need to enter occupa- 
tions in this group in the following^ways. 

G - Graduate degree in education or library science. . 

C-Four-year college degree in education and the 
subject specialty. 



Training Time V 

Occupations in this gi:oup may require 
from o^er two years i^p to and over 10 
years (SVP 7, 8, 9) .^ : ' 



r 



Related High School l^yel Courses 

The following high school courses are 

' . . . f» 

helpful in preparing foV the occupations 
in this group. . 

• Courses required for entrance to post high school 
fprmal programs. . 

• Subjects related to interest. 

OCCUPATIONS IN EDUCATIONAL 
AND LIBRARY SERVICES 



Acquisitions Librarian . 
Bookmobile Librarian 
Catalog Libraiian 
Cbiidren'siibrarian 
Classifier 

Community Dietitian; 

Cdunsetor . A ■ 

County-Agricultural Agent 

County Home Demonstration Agent 

Dean of Students 1 

Deanof Students 2 ' 

Dietitian^ teaching 

Director, Reltgibus Education 

Faculty Member, College or Univer^ty 

Film-or-Tape Librarian " 

Four-^HCiub Agent 

Home Economist 

Homemaker 

I nstructotp Correspondence School 
Instructorr Extension Work . 
Instructor, Physicalldiication 
Instructor, Vocational Training 
Librarian 

Librarian, Special Collections 

Librarian, Special Libraiy 

Library Assistant 

Media Specialist, School Library 

Music Librarian 

Teacher, Aduit Education 

Teacher Aide 1 

Teacfier, Elementary School 

Teacher, Industrial Arts 

Teacher, Kindergarten 

teacher, Preschool 

Teacher, Secondaiy School ' * . 

Training Representative 

Tutor 

Young-Adult Librarian ' 



/ 
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100.267-010 : 
100.167-014 
100.387 010 
100.167-018 
100.367-014 
077 127 010 ; 
045.107-010 
096:127.010 ; 
096.121-010 
090!n7-010 
091.107-0X0 
077.127-022 
129.107022 
090.227010 
222.367-026. 
096.127.022 
096.121-014 
309.354-010 
099.227-014 
090,227>018 
099.224^010 
097.227014 
100.127-014 
100.267-014 
100.167-026 
249.367-046 
100.167-030 
100.367-022 
099.227-030 
099.327-034 
092.227-010 
\09I.221-01t) 
092.227-014 
092.227-018 
091.227-010 
166.227-010 
099.227-034 
100.167-034 
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Social research is the study and analysis 
of information about pedjple and societies. 
This work may include researching past 
events and cultures or studying and solv- 
ing current social problems. Museums, 
schools and colleges, government agencies, 
and private research foundations employ 
workers- in - this- group. ^ " ■ ' ' 



Cornell University 





ERLC 



By developing plans which meet a community's longr 
range needs, urban pfanners help solve social, 
economic and environmental problems. 



WORK PERFORMED 

What would you do as a worker in this 
group? 

You would collect,^ analyze, and interpret 
^ inf orniation about a person, a specific 
■ "Social group, or society as a whole. You 
would perform one or more of the follow- 
ing taSks. ; 

, • Conduct research on how people leam. 

• Analyze and describe jobs and work- 
V . ' ers. ■- ■ / ■ " --^ ■ 

• Study a language and its function in 
a society or region^ , ' 

• Do historical research to discover 
family origins. 

• Study the ruins of an ancient culture. 

• Conduct studies of the social and eco- 
nomic use of land for a city or county. 



1 
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This job analyst.h(5lps a;cpmp1any of- 
flclal reprgianlze the 
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Archivists In museums are responsj 
ble for preserving historical: * docu 
ments and artifacts. 



What skills, abilities, and interests would help you succeed in 
this kind of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items, are important to ev^ry job. 



WORKER 
REQUIREME^^^TS 

• . /-^^ 



• Analyze, interpret, and report historical "information. 

• Understand and use theories and methods in fields such as 
,. .histojT^, sbcioloj^y, and anthropology. 

': .• Keep and organize detailed library research notes, 

• i Have an inter6s%-#^istory and' the:' developmient of society. 

-V 355: ' : 
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PREPARATION 



Do you have or can you develop these skills, abilities, interests^ 

Your answers to the following questions will help you decide. 

• Have you read articles about the problems of society? 
Would you. liicie to help solve such problems as crime and, 
poverty? 

• Have you done research projects or surveys for social science 
classes? Do you like to do research? 

• Have you had history courses? Do you like to read historical 
0 novels? 

visited museums and historical sites? Would you 
[g for artifacts? Are ypu interested in ancient cul- 

Hpw can you prepare for and enter this^kind of work? 

Most; jobs in this group require four oi^lnore years of college 
study in the social scien^s. Advanced degrees in sociology, his-' 
tocy, or archeology are required for many jobs. Courses in com- 
puter science or statistics are often needed to help workers 
PfTOcess research data. " 




Iowa State University ' 
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You would attehd seminars apd read professional journals to keep up with new 



trends in your specialty 



35 



SOCIaI RESEARch 



11.07 



What else should you know about these jobs? 

WorkeriS in this group must keep up with the developments 
and trends in their field. They may attend workshops and semi- 
nars to keep informed in their specialty'. 



OTHER 
CONSIDERATIONS 



' QUALIFIGATIONS PROFILE 

" * . ■ ■ ' ' ' * 

/ The following information is a summary of . the traits and 
. qualifications related to the workers in this group. As you read 

it, try rel^e your own interests, abilities, aptitudes, and 
' preferences to these worker traits. 



WORK ACTIVITIES 



V 



WORKER FUNCTIONS 



Workers generally prefer the following 
types of work activities. * 
.6; Activities involving the communipation of ideas^ and 

information/ ' ; . 

7-. Activities bf a scientific and tefhnicat nature. *; 
8. Actmties involving, creative thinking. • 



These may be the most difficult func- 

tions workers perform when dealing with 

data,'peQple, and things. 

'\ Low %. ' High : 
DATA . . . □ □ ■ -Synthesizing 
PEOPLE ■ □ □ -Speaking/Signaling 
THINGS '■ □ □ -Handling 



WORK SITUATIONS 

Workers are willing to adjiist to the 
following types of work isituations. 

1. " ' 
4. 
>. 
8. 



Performing duties which change frequently. 
Dealing with people. , 
Maijing decisions; using personal, judgment. 
jVlaking.decisfqns,; using standar'ds that can be mea- 
.^MrecJ-orichecked!"- . . 



ERIC 



PHYSICAL DEMANDS 



f^orkers must be able to perform the 
following t^'pes of physical activities. 



I 

6. 



Sedentary work. 
/Light work. .' 
Talkirig and/or hearing. 
Se.eing. ' '. , 



357 
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WORKING CONDITION' 



Workers need to adjust to the fpIlo\y- 
ing physical surroundings ajxd working 
conditions. . - ^ 

I Inside. . V - 
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PREPARATION AND TRAINING 

. Wdrkers usually , gain the competencies 
a^d credentials they need to enter or ad- 
vance to occupations in this "group through 
formal education and training programs 
or through work experience. ; ' 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this gi"oup. 
Levels are rated on a 5 to 1 scale. 

Aptitudes Levels 

" Low to High 

5 4 3 2 1 

G - General 2-1 
V -Verbal 2-1 
N- Numerical 
Q - Clerical Perception 



•3-2 
4-3-2 



GENERAL EDUCATIONAL 
DEVELOPIVIENT (GED) 



Entry^nd Advancement Information ' 

■ ■ • ■ 

E - To enter some occupations worker^, only need the 
required competencies and credentials. 
1 A - To advance to some occupations workers not only 
need tlie required competencies and credentials 
but also related work experience. ' 

Related Formal Training Programs 

Workers usually gain the competencies 
. and credentials they need to enter occupa- 
> tions in this group in the following wa^s. 
G - Graduate degree in sociology, history, anthropology, 

or related specialty. .; 
C- Four-year co|(ege degree in social work or public 
administration. 



GED is the general level of learning and 
reasonifsg acquired through schools, ex- 
perience, or self-directed study. Tntere are 
six GED difficulty levels, ranging from the 
most complex (^) to the simplest (1). The 

following statement explains why these 
workers need the GED level 5-6. 
•. Workers apply logical thiaking to the study of social 
ttieories, problems, or. principles. They collect, anlajrae, 
and, interpret scientific data concerned with Tocial prob- 
lems, ttiese workers deal with abstract and^ncrete vari- 
ables such aS 'lenguage origins, job classification systems, 
^ and historical documents. , 

ERIC ' 353 



Training Time 

Occupations in this group may require 
froni over 2 years up to and over 10 years 
(S&7, 8, 9). 



Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. 



Important Courses , r , Helpful Courses 



CourseS' required; for entrance to post high school • Biological Sciences, Government, 
formal programs.- 
• Sociology, History. 



OCCUPATIONS MN SOCIAL RESEARCH 



Anthropologist * ; * 055.067^010 . Psychologist. Educationar \ ^ 

. Archeologist \ 055.067-Olff . Psychologist, Engineering 

Archivist ; ; ./ 101.167d0 - P^chologist, Experimental 

Efflploymeht Interviewer ' ^: . 166.267-010 . , P^chotogist, Industrial-Organizational 

Ethnologist 055.067-022 PsychotogW, Social 

HIslorian . . ^ " ^ 052 067-822 Research Assistant 

Joh AhaV^t ^ ^ 166.267-018 Research Worker, Social Welfare 

Occupational Analyst M66.067-010 Scientific Linguist 

Political Scientist ^)5i.067-010 Sociologist 

Psychologist; Developmental 045.061-010 Urban Planner 
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Law, as used here, involves applying the 
knowledge of laws to advise . people and 
businesses on their rights and obligations*; 
Workers in this group define the meariing 
■ of laws to use it in courts of law; hearings^ 
and business activities. Law, firms, govern- 
ment agencies, and private businesses 
employ these workers.' Some workers rpay 
be self-employe*d and have their- oWn prac- 
tice. Others may be elected or appointed 
to public offices. 

ViORK PEl^FORMEfa 
What would you do as a worker in this 



You would represent clients or preside 
in a court of law or hearing. You would 
prepare legal papers or contracts. , You 
would pjerform one or more of the follow- 
ing tasks. - 



• Defend a client accused of a mrae. 

• Prosecute accused lawbreakers. 
Prepare an application for a patent 

•p^repare conti:acts and deeds for the 
/ sale of real estate. 
J» Represent clients- who are being sued. 

• Advise a business firm about tkx laws. 

• Serve as a judge in a court of law. 




What skills, abilities, and interests ,woujd help you succeed in WORKER 

this kind of work? REQUIREMENTS 

To do thisjtype of work, you should have the ability to learn, 
the skill to perform, and the inlorest in doing most of the follow- 
ing items. Not all items are important to every job. 

• Read and understand complex laws and case histories to 
identify important details. ' ; 

• Speak with clients, witnesses, juries, judges, and other , 
lawyers in an effective -mtinner/ , ; 

' • Use exact legal terms and ideas to prepare contracts. 

• Know the details of federal, state, county, and municipal ^ . ' 
laws or how to find them; ^v;^'^ V . ^ 

• Use proper courtroom procedures. 

• Inspire the trust and confidence of clients nnd jurors, ^ 
. • Pass a state bar exam to get a license tp pi'actice law. 



CLUES 



Do you have or can you develop these skills, abilitieSi and interests? 

Your answers to the following questions will help you decide. " 

• Have you Jaeen on a. debate team? Can you argue a point in 
an effective manner? 

Have you taken speech courses? Do you feel at ease when 
speaking before a group? 

• Have you taken courses in journalism or in composition? 
Can you organize \and write information to present a point 
of view? 

• Have you attended a trial? Does the courtroom setting 
interest you? 

• Have you done research papers? Can you use a library card 
file? Can you take tind use detailed notes? 



Cornell University 



You can develop the speaking skills needed to pre: 
sent a court case in speech classes. 




How can you prepare for and enter this kind of worit? 

Lawyers must pass a state bar exam to get a license to practice 
law] Required preparation for these tests vary among states. 
Soihe states require graduation from a law school. A four-year 
college degree and cor|ipletion of a program for law clerks are 
required in some states. Other states accept persons who study 
law with a licensed lawyer. Correspondence law courses are 
accepted as preparation for testing in some states. 

Entry requirements for law schools vary. Some schools accept 
students directly from high school. Others require studerits to 
have two or more years of college cjedit. 

To obtain the licenses necessary to practice law in some higher 
courts, lawyers must meet special requirements. Some jobs in 
this group do not require a license. In these jobs, workers use 
their knowledge of law, but do not practice law. 

Most lawyers start as junior partners in law firms, junior 
executives in business or industry, or workers in government 
agencies. A few establish their own law practice. However, law- 
yers usually need to earn enough money, experience, and reputa- 
tion before they can become self-employed. Workers must be 
elected or appointed to some jobs in this group. 



Wfiat else should you know about these jobs? 

. Some workers in this group receive set salaries. Lawyers in 
private practice get their income from fees. Sometimes, the size 
of a fee depends upon the outcome of a case. Some lawyers have 
, long-term retainers. Clients pay the fees in advance to make sure 
the lawyer's . services are available when they need them. Re- 
tainers provide a steady source of income. 
. Lawyers ^^metimes work long or. irregular hours. Some jobs 
require them- to respond to emergency calls from clients. 



11.04 



WTC 



Uw 



QUALIFICATIONS PROFILE 

The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it^ {ry to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. 



WORK ACTIVITIES 



PHYSICAL DEMANDS 



' , Workers generally prefer the following 
types of work activities. ' 
.2. Activities involving business contact. 
. 5. Activities resulting in recognition or appreciation from 
others. 

.6. Activities involving the communication of ideas and 

information. 
8. Activities involving creative thinking. 

WORK SITUATIONS 

Workers^ are willing to adjust to the 
following types of work situations. 
1. Performing duties which change frequently. 
4< Dealing with people. 

5. Influencing people's opinions, attitudes, and judg- 
ments. • 

7. Making decisions, using personal judgment . 

8. Making decisions using standards that can be mea- 
sured or checked. - 

WORKER FUNCTIONS 

These may be . the most difficult func- 
tions workers perform when dealing* with 
data, people, and things* 

^'Low Avg. High 
DATA □ □ . ■ .^ Synthesizing 

PEOPLE □ □ ■ ^-Negotiating 
THINGS- □ □ -Handling 



Workers must be able to perform the 
following types of physical activities. . 
S Sedentary work. ^ , 
L Lighfwork.. ■ V 
5. Talking and/or tiearing. 
6' Seeing. 



WORKING CONDITIONS 

' ' . ' ^- ■ : ' ■ ■ ' ■ ' ' 
Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions, 

1 Inside. ■ . 



APTITUDES 

These levels of ap^tudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. ' 



Aptitudes 



G--Generat 
V- Verbal ; . 
N- Numerical 
Q- Clerical Perception 



Levels 

Low . to ' High 
^ 4 3 2 1 

. 2-1 

. 1 
3^2-1 



Law 
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GENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning^ and 
reasoning a(tquired through schools, ex- 
perience, or keif -directed .study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 5-6. . 

. ■ . ^ ■ 

Workers apply logical thinking to seek out, understand, 
interpret, and use legal principles and procedures. They 
define problems, collect data, establish factors, and draw 
^valid. legal conclusions, these workers deal with abstract 
and concrete variables such as court decisions, legality 
of contracts and wills, criminal defense/ strategies, and 
legal documents/ 



PREPARAtlON/ AND TRAINING 

: Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. 



Training Time 

Occupations in . this group may require 
from over 4 years up to and over 10 years 
(SVP 8, 9). 



Related High School Level Courses 

The following high school courses are 
helpful in preparing for the occupations 
in this group. - 



Important Courses 

• Courses required for entrance, to post high school 
formal programs. 

• Composition, Speech, History, Government. 



Helpful Courses 
. • Sociology. 



Entry and Advancement Information 



E - To enter some occupations workers only need the 
required competencies and credentials. 

A - To advance to some occupations workers not only 
need the. required competencies and credentials 
but also related work experience. 

Related Formal Training Programs 

Workers usually gain the competencies 
sind credentials they need to enter occupa- 
tions in this group in the following ways. 
. G - Graduate degree in law. 

ERIC . 



OCCUPATIONS IN LAW 



Abstractor 

Arbitrator 

Conciliator 

District Attorney 

Judge 

Lawyer 

lawyer. Admiralty 
Lawyer. Corporation 
Lawyer^ Criminal 
Lawyer^ Patent 
Lawyer, Real Estate 
Legal Investigator 
Paralegal Assistan^^ 
Tax Attorney 

36 S . 




1J19.267.010 
169.107-010 
169.207-010 
110.117-010' 
Ul.107-010: 
110.107-010 
110.117-018 
110.117-022 
110.107-1114 
110,117-026 
110.117-034 
119,267-022 
. 119.265'-026 
110.117 038 



34# 
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buSlNESS AdlVIINISTRATION 



Business administration is the manage- 
ment of a public agency or private busi- 
ness. Workers in this group develop oper- 
ating procedures, analyze problems, and 
supervise workers. Businesses, industries, 
goyemment agencies, unions, and profes- 
sional groups employ these workers. 



WORK PERFORMED 



What would you do as a worker in this 
group? 

You would plan, set policy, and make 
decisions. You would direct business activ- 
ities, usually through managers or super- 



visors. You Would perform one or more of 
the following tasks. 

• Set business objectives for a company. 
•. Identify and solve the lousiness prob- 
lems of a firni. 

• Manage operations^ of a department or 
section of a large .business or agency. 

• Run the daily operations of a city 
government. 

• Preside at a board oi directors' meet- 
ing of a company. 

• Make arrangements for a professional 
group's conventions and workshops 

• Direct a state, federal, or local gov- 
ernment agency^ 

• Serve as an eh 





buSINCSS AdMINISTRATION 
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A housing project manager works with complex financiafaata to prepare budgets. 




What skills, abilities, and interests would help you succeed in 
this kind of work? 

To do. this' type of work, you should have the ability to learn, 
the skill to perform, and the- interest in doing most of the follow- 
ing items. Not all items are important to every^ job. 

• Undierstand all operations of a company or department. 
Analyze a variety of problems and make decisions daily, 
Wdrk with complex financial and statistical information. 
Direct other management staff members. , 



WORKER 
REQUIREMENTS 



ERIC 



Speak- and write clearly.: 



367 



349 



no; 



WTC 



Business AdiMiNisTRATioN 



Do you have' or can you develop thes^ skills, abilities^ and interests? 

Your answers to the following questiqns will help you decide. 

• Have you held an office in a school, church, or community 
group? Can you work, with othisrs to make decisions? 

• HEive you taken part in Junior Achievement or a similar 
program? Did you plan and complete a business project? 

• Have you taken part in^class discussions? Do you state your 
ideas in meetings? Are your ideas accepted and understood?* 

• Have you taken economics or business courses? Do you like 
these subjects? 

PREPARATION How can you 'prepare for and enter this kind of work? 

. High leveL administrators are selected on the basis of per- 

formance' in lawpr level jobs. Management experience within the 
same company, agency, or industry is usually required. Four or 
more years of college work are often required to get jobs that 
provide this experience. Degrees in business administration 6^4. 
lav^r are needed for many jobs in this group. Some jobs require 
training and experience in such fields as engineering, chemistry, 
or sociology. , 



Some companies offer management training programs ^to pre- 
pare employees for jobs in this group. Employers sometimes place 
college graduates without experience in these training programs. 




CLUES 
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What else should you know about these ; 

Workers in this group are seldom free from the pressures of 
resppnsibility.* They also face constant competition froni others 
seeking Wjgh l^vel jobs. >^ 



OTHER 
CONSIDERATIONS 



Salifications profile 



The following inforniation is a , summary of the traits arid 
qualifications related 'to the workers in this group. As you read 
it, try to relate your own interests, abilj^es, aptitudes,^ and 
preferences to these worker traits. ' . 



WORK ACTIVITIES 



Workers generally prefer the following 
types of ^ work activities. 
2. Activities involving business contact. 

5. Activities resulting in recognition or appreciation from 
others. 

6. Activities involving the communication of ideas and 
. information. 



WORK SITUATIONS 




WORKER FUNCTIONS 

'wlj^'e may be the most difficult func- 
tions workers perform when dealing 'with 
data, people, and things. 

Low Avg. High 
DATA □ □ ■ -Coordinating . 

PEOPLE □ □ ■ ^ - Negotiating 
THINGS ■ □ □. -Handling 




Workers are willing Jo adjust to 
following types of work situations. 
1: Performing duties which change frequently. 

3. Planning and directing an entire activity. 

4. Dealing with people. 

7. Making decisions using personal judgment 

8. Making decisions using standards that can be mea 

sured or checked, 
o - 

ERIC 



PHYSICAL DEMANDS 

Workers must 'be able to perform the 
following types of physical activities. 

S Sedentary work. * 
5.' Talking and/or' hearing. 
, 6.. Seeing; . ' ' . 



^363 
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busiNESS AdMiNistk/m 



WORKING CONDITIONS 

Wofkefs need to adjust to the follow- 
ing physical surroundings and working 
conditions. . . 

I Inside. ^ 



APTITUDES 



These levels, of aptitudes (ability to 
learn) are related to the average success-, 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 

Aptitudes " ^- \ Levels 

Low to. " <\ High 



G - Generaf 
V- Verbal 
"N^~ Numerical 
Q - Clerical Pef^ption 



.5 .4 3 2 • 1 
2 

— -3-2 
■3 
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GENERAL EDUCAtlONAU 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or selfrdirected study^ There are 
six GED difRculty levels, ranging frbm the 
mdst complex (6);to the simplest (l)VThe 
following statement explains why these 
workers need the GED level 5-6,. 

Workers apply logical thinking to business principles/ 
policies, and decision-making. These workers interpret 
technical information presented .in mathiematical, written, 
or diagram form. They deal witf> abstract and concrete 
variables such as profit and loss concepts, investment 
procedure?, credit regulations, and merchandise: . 



PREPARATION AND TRAINING 

, Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. s 



Entry and Advaneement Information 

A -To^ advance to most occupations workers not only 
need the required competencies and credentials 
but also related work experience. 



Related Formal Training Progranris 



Workers usuaHy gdin^ tl^ competencies 
^-arid credentials they need to enter-occupa- 
tions in this group in the following ways. 
. G - Graduate degree ID' business law. 

C- Four-year college degree in business or a special 
.field. 

. V - Vocational schQol courses in distributive education. 



Training Time 

* ■ •■ ' . ■ ■ ■ * 

Occupations in this group may require 
from over 2. years up to and over 10 years 
(SVP 7;, 8, 9). 



Related High School Level Courses 

* - 

The following high schoor courses are 
helpful in pre|)aring • for thfe occupatioris 
in llhis group. / ^ 

• Courses/requ.ired tor entrance to post high SBipI 
formal programs. : 




Wo \ 
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OCeUPATIONS IN BUSINESS ADMINISTRATION 



ildmlhisiratiVQ /^tstairt 

Assodation ExetutiVB, 

Business Manager^ C^llsK« oi University 

Bttslniss KapresenUtive, 

iCMI Preparedness Officer^ ^ V 

Cbmniioionef,Pubnc Works ' • ' 

IMetitIan. Chfirt ; - ^ , 

Diiwtpr/lridtistrial Relations . 

DiredoTi Operations^ : - 

btrector^ Program 

DIrettor, Safety Council 

Director, Sfirvice 

pfrectofrSports 

birectort Unemployment^h^^ 

Di strict jUviser/- 

Editor. Managing* Newspaper , . 
Executive Chef . 

Executive Vice President, Chamber of Commerce 
Financial-Aids Officer • ^ 

FreigbVTrafficCorisulbnt ; 
Manager, Airport ' 
. Maiiageri Benefits 
Managefr Branch . 
Managefr Brokeragef Office 
Manager, City ' ; 
Manager, Compensation 
Managerp Crfifdlt.Card Opecatrons 
Manager; Credit Union 



165.167-010 Manager, Em filoyment ^ * 

•18^.117.010 . Manager, Export 

186.1 17-010 Manager, Financial inslitiition 

ISe Wms .Manager, Housing Project 

188.117-022 Manager, industrial Organization^ 

I88.117-03d f^anager, labor Relations 

077.1 17-010; Manager, Merchandise " 

166.117-010 • Manager, Office 

184.l67:0f8 Manager, Operations 

184-167-030 Manager, Personnel 

rl88.167 034 ^Manager, Procurement Services 

189.167-014' Manager^ Safes - 

384.167034 .Manager, Station 

188.117-094 Manager, Traffic ■ 

187.117-022 Manager, Utility Sates and Service 

132.017-010 V Postmaster 

187,16V010 . President 

187.117-030 President, Financial Institution 

090.117-030 Purchasing Agent 

184.267-010 Registrar, Collegeor University' 

184.117-026 .Security Officer. 

166.167018; ' Superintendent, Division 

183-117-010 Superintendent, Plant Protection 

186.117-034 > Supervisor, Terminal Operations 

188.117-114 Vice President 

166.167-0^2^ Vice President-Financial Institution 

'186.167022 Wholesaler! > 
186.167 026 A 



^ 



166.167030: 
163,117014; 

186117-038 
186 167-030 • 
189.117-022 
166.167^034 
185.167-034 
18^.167-058 
184.1 17:050' 
, mil7;bl8 • 
162;167-p22> 
163:i67-018> 
184.117-062 
184.167-094 
163.167-022 
188.|67-066 
189.117-026: 
1B6.117?054 
162.157-038 
09ai67^030 
189.167-034 
184:167-158 
189.167-050 
184.167-242 
189.117-03'4 
186.117-078 
185.167-070 • 




7 
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Finance involves the design and control 
of financi^ records and, the analysis of 
financial dkta. Workers in this group 
check financial record keeping systems tot 
accuracy an(^ supervise" the work of others. 
Banks, loan companies, arid investment 
firms employ these workersi Businesses, 
industries, colleges, and government agen- 
cies also hire thes^ workers for their 
fineuicial services. 



WORK PERFORMED 



What would you do this 



group? 

You would studj 
data. You would c6 

Cl 

ords of a person or . com 



antej^et financial 




perform one or more of the. f oUo>^g 
tasks. , ■ ' 

^ • E)esign the *?orms and methods used . 
to keep the financial records of a 
company. 

• Examinie the financial records of a 
business^or error or fraudi 

• Judge the -values of materials, equip- 
: meht, and property.: . ; 

• Analyze credit information to deter- 
mine the risk of loaning Thoney to a 
firm or person. ''' ^ ^ } 

* • Study data and reconmiend shipping 
' p rates for airjihes or* trucking com- 
.,'^pa;nieSi ■ . ' ■ . / , 

«i Advise people or firms about feuying 
; ' and selling stocks and b6nds.v 

• Ptepare a budget for the opersftion of, 
< a company. . ' , 



Real, estate ajipralsers jud^^ifr the 
-yaltie . of a. home tjy examfnihfl \ it: 
carefully. 
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A company, would use your financial reports to ipiake 
sound business decislohs. 




Accountants advise th^ir clients on financial nnatters 
and prepare income tax forms for them: 



.Wh9t skills/ abilities, and interests wpuld help you succeed in 
; thfi^' kind of i work? ^ ; - 

To do this type of work, you should hsiye the ability to learri, 
' the skill to perform, and the interest in" doing most of the follow^ 
\ ing items. Not jciU^ are important to every job:;;^^ y " ^ ■ " .. 

. ■ ' • Corripute math prc^lems with speed aiici accuracy. 

' . • ,Speak arid 'write clearly to report financial inforrnation. 

Plan, organise, and direct the work of others. 

§ee details and spot errors whert working with numbers. 

• Estimate |he value of materials and equipmenf. 

• .Apply the principles of accounting and auditing to design 
and analyze a record keeping system.* \ 



•WORKER • 
REQUIREMENTS; 



u355 



Finance 



CLUES 



Do you have or can you develop these skills, ^bilitiies, and interests? 

Your answers to the following questions will help you decide. 

'■ • Do you have a checking or savings 2^count? Does your 
balance cdways agree \Yith the bank statement? 

• Have you made a budget for your own money? Can you 
spend and save, within that Jbudget? : - : 

• Have-' you 'had courses in accounting or bookkeeping? Are 
math problems easy for you? Do you like to work with 

,r details and numbers? 

• ( Have you served as a treasurer^ bf a school or community 
grouj)/? Can you keep accurate financial records? 




Finance 



WTG 
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How can you prepare for and enter this kind of vtorkl . 

Experience in keeping financial records is usuallS' required for 
jobs in this group. A college degree or courses in accounting, 
business law, economics, and investment help prepare^ workers 
for these jobs. Some workers are promoted to these jobs within 
the same company. Some jobs in this group requires licenses or 
certificates. Requirements vary from state to state. 



PREPARATION 



• What else should yob know about these jobs? 

Some workers 'in this group must learn the total operation of 
a business to interpret financial data with accuracy. 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE 

The following information is a summary of the traits and 
qualifications related to the workers in this group- As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits./^. * ) 




WORK AQTiyiTlES 



Workers generally prefer the following 
*. types of work activities. 
: .lV ActivitiiB& dealing with things and objects, 
2. Activities involving business contact .: 
5. Activities resulting in recognition or appreciation from, 
others. 

'6.. Activlties^nvplving the communication of ideas and 
liiformation. 

■ 7. Activities of a scientific and technical nature. „ 
9. Activitieilfivolving processes, methods, or mactiines. 

ERIC ; 



WORK SITUATIONS 



-Workers are willing to adjust to the 

' " ■ ■ ■ ' ■• . 
following types of woi:k situations. 

4. Dealing* with p^^^ . 

,7, Making decisions using personal judgment 

8, Making decisions using standards that can be. mea- 
su'refl or checked. 
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Finance 



WORKER FUNCTIONS 

These may be the most difficult fiinc« 
tions workers perform when dealing with 

V 

data, people, and things. ^ 

Low Avg. High ; 
DATA * •. □ □ ■ -Coordinating . . 
PEOPLE ■ □ .□ '-Speaking/Signaling 
THINGS. ■' □ D' -Handling . - . 



.PHYSICAL DEMANDS 



Wprkeris must, be able to perform the 
following types of physical activities. ° 

S Sedentary work.^ 

5. Talking and/or hearing. 

6. Seeing. 



/- 



WORKING CONDiTIONS 

Workers meed to adjust to the follow- 
ing physical surroundings and working 
conditions, i 

I ' Inside. : , - ' . 



APTITUDES ' 

These levels of aptitudes (abimy to 
Team ^ are related' to the average success- 
ful performance of workers in this gwpup. 
Levels are rated on a 5, to 1 scale. 

■ Aptitudes Levels 

Low' Jo High 
5 4 3 2. 1 



ERIC 



G- General 
V - Verbal V 
N -. Numerical - 
Q r-.C|efical Perception 
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GENERAL EDUQATIONAL 
DEVELOPMENT \t5ED) 

CED is the general level of learning and 
reasoning acquired through schools, ex- 
perience, or self-djrected study. There are 
six GED difficulty levels, ranging from theC 
mos^ complex (6)'tb the simplest (1). Thes 
flowing statement explains why .these 
workers need the GED level 5. 



Workers apply logical thinking and understanding of 
mathematical concepts .to the operation of financial or 
economic sy$tems, -.Thgy interpret technical information' 
presented in mathematical or diagram form. These work- 
ers t^eal with abstract and concrete variables such as; 
financial records,, record keeping systems, and computers. 



PREPARATION AND TRAININ^ 

Workers usually gain the competencies - 
and credentials tl?ey need to enter or ad- : i 
vance to occupations in this group through . 
formal education -and training programs 
or through work experience. . 



Entry and AdvariceYnent Information 

E- To enter some occupations workers only need the 

■ required competencies and credentials/-. • 
A - To advance to mosl^occupations workefs not only ' 

need the required 'competencies and credentials"' 

but also related. wo;k experierice. 

* o 
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Related Formal Training Programs 

Workers usually gain the competencies 
and credentials they heed to enter occupa- 
tions in this group in thp following ways. 
. G ^.Graduate degree in business or finance. ^ 
C - Four-year college degree in accounting or finance. r 
= T- One- or two-year technical school program' in^ 
accounting or finance. \ 
V- Vocational school courses in accounting. 

Training Time 

Occupations in this group may require 
from' over 2 years up to and Jincluding 10 
years (SVP 7, 8), > 



Related High ScjTOol l^vel Courses 




h 

in th 

• Courses' 
formal [ 

• Algebra/ Geometry 



high schQol courses are 
p§Hhg for the- occupations" 



for entrance to post high school 



OCCUPATIONS IN FINANCE 



Accountant 
Accountant. Budget 
Accountant, Cost 
Accountant, Tax 
Appraiser 

Appraiser. Real Estate 
Auditor 

Auditor, County or City 
Auditor, Tax. 

Broker-and-Matket Operator, Grain, 
Broker's Roor Representative 
Budget Officer 
Controiler 

Credit Analyst ' ' . 
Credit Analyst, Chief 
Foreign-Excliange Trader 
Investigator 
Loan Officer ■ 
Manager, Credit and Collection 
Market'Researcli Analyst 1 
■Operations Officer. 
Rate Analyst, Freight 
Rate Revievrer 
Reserve Officer 
Revenue Agent 
Risk and Insurance Manager 
7 Sales Agent, Securities 
Securities. Trader 1 
Securities Trader 2 
Treasurer 

. Treasurer, Financial Institution 
Trust Officer 
Underwriter ■ 



160.167-010 
160.167-014 4^ 
160.167-018 ' 
. 160.162-010 
188;i67-0r0" 
19k267-0lb 
160.162.0lC'5v 
160.167-030 ■ " 
160.167-038 
162.157-010 
162;157-014 
161:117-010 
186.117-014 
191.267-014 
160.267-010 
186.167-014 
241.267-030 
186';267-W8 
163.167-054 
050.067-014: 
mi67-050. 
214.267-010,. 
214.387-014 
186.167-054 
,160.167-050 
186.117-066 
251.157-010 
162.157-042 
186.167-058 
161.117-018 
186.117-070 
liB6.117-074 
169467-058 



< t 
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SERVICES AdiVIINISTRATION 



Services administration is the manage- 
ment of agencies which provide health, 
, welfare, education, or recreation setvices. 
Workers in this group usually supervise 
others who carry out the functions of a 
_Jsperific sprvire. Schools^colleges, hos- 
pitals, prisons, community programs," and 
government agencies employ these work- 

\WQRK PERFORMED 

What would you do as a worker in this 
; group? 

You would plan programs, set policies, 
an(j -make decisions for a social service: 



agency or institution. You would perform 
one or more of the following tasks. 

,v>- • 

Manage the affairs of a university or 
a school system. 

• Direct the welfare program of a city 
^ or couoty. 

• Manage a hospital nursing seryice 
. ' program; : . 

• Direct a state agency providing ser- 
vices to the blind. 

• Organize social services for a com^ 
munity by directing a planning coun- 

; cil of several agencies, 

• Plan and supervise the educational 
program of a school. 



United Way of Champaign County 



SERVICE'S AdiMINISTRATION 
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This athletic director. ex-' ' 
plains the new physical 
/ educatlbn program to. the 
teaching staff. 





This prison warden is con- 
sidering improvements in . 
the security system. 



What skills, abilities, and interests would help^you succeed in 
this kind of work? Q ^ 

To do this type of work, you should have the ability to le&rn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are importarit to every job. 

• Spe^ak and write in a clear and effective way. v^. ■ 

• Analyze a variety of problems and make decisions daily. 

• Organize the functiong^oLvarious *coramunity and govem- 
. ment service*^ agencies. , 

Work w^ith complex financial and statistical information. , 



WORKER 
REQUIREMENTS 



ERIC 
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SERVICES AdiVIINISTRATION 



Do you have or can you develop these skills, abilitiesi and interests? ^ 

Youi' answers to the, following questions will h^lp you decide. ' 

• Have you done volunteer work for a hospital or . social 
agency? Do .you get sc^tisf action from helping others? 

• Have you had courses in social studies? Do you like to deal . 
with social problems? 

• Have you been active in scouting or a member of a 4-H_. 
■\ club? Would you like' to direct a program of this type? ^/^ 

• Haye yoU held an office in a school/ church, or community 
group? Can you ^work with others' to plan ^nd take action? 

• Have yoU takeri partinf^sS discussions? Do you state your 
ideas in meetings? Are your ideas accepted and understood? . . 



PREPARATION 



How c^n you. prepare for and enter this kind of wo^ ^ 

Most jobs in this group require work experience within a spe-; 
<pific service field, agency, or institution. Some jobs require college 
d^ees in jSelds such^ social work or education. Others require \^ 
degi^eesMn public administration or business, management. Work 
experience is sometimes substituted for part of the education. 
Workers may transfer to different agencies or institutions. 




Would you be able to explain hospital policies and procedures to new yol.vinteers?- 



SERVICES A<ImINISTrAtION 
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' What else shoufidVou know about these jobs? 

Workers in^^igtmm are seldom free from the pressures of 
responsibility. Laws and public money influence the 'Operation of 
these workers' programs. ^ 



OTHER 
CONSIDERATIONS 



1 . 



quaCifications profile • 

The following information is a' summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your; own interests, abilities, aptitudes, and 
preferences to these worker traits. » < 

. v' ■■• : - ■ ■. ■■■■ ^ 



WOJ^K ACTIVITIES 



WORKER FUNCTIONS 



Workers geijerally -prei&c the following 
types of work activities. 
2. Activities involving business contact 

4. Activities involving direct personal -contast to help or 
instruct others. . \ ' ' * 

5. Activities resulting in recggnitiori or appreciation from 
others, ; • ■ : . 

6. Activitieis involving the con^muflication of ideas ini 
information. ; " 



WORK SlTUATIOj^S . : 

8 . Workers are willing' to .a'dfjust to tl^e, 
.fpUbWing types of work situations. 
.1. Pe^itiiftg duties which change frequen^^^^^ 

3. Planning, and directing an entire activity. ■ 

4. Dealing wjtfi people. .. / 

. 7. Making decisions, using personal "Judgment. . ;■ ' , 

ERIC ^ ^ 



These^ may be the most difficult func- 
tions workers perform wheici dealing with 
data, people; and things. 

Low Avg. High ' 
■DATA. : - . d □ ' ■ " - Coordinating . 
PEOPLE' • □ □• ■ -Negotiating ' 
THINGS ' ' ■ □ □ -Handling ' ' r 



PHYSICAL DEMANDS 

Workers must b"e able to perform Nthe , 
following, types of -physical activities. ^ ' 
S Sedentary^ work. . ' 

5. Talking and/ or hearing. 

6. Seeing. 



.3&i 
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WORKING CONDITIONS 

Workers need to adjust- t^-the^ follow- ' 
ing physic^ surroundings and working- 
conditions.- 

■ •■ .v: . - . 

I Inside.' 



PREPARATION^ AND TRAINING 

Workers usually gain the competencies 
and credentials they need to enter or ad- 
vance to occupations in this grdujp through 
formkl education and training programs 
or through work experience. 



APTITUDES 



These levels of aptitudes-*' (ability to 
learn) are relate(^. to the average si^cess- 
ful performance of workers in this group. 
iiCvels are rated on a^S to 1 scale. 

Aptitudes - Levels V 

. . ■ Low I to ■ High 

. ■ ' ' ■ 5 |4 3 2 r 

6 -General ' 2 

V- Verbal 2 
N- Numericai ; ^ 3 
Q - Clerical Perception 3 



gSi^eral educational 

DEVkoPMENT (GED), 



GED is the general Ifevel of learning and 
reasoning. acquir|j^ through .^chools, ex- 
perience, or self-directed study. There are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (l);The 
following statement explains why these 
workers need the GED levers. 

V Workers apply logical thinking and supervisory skills to 
the planning, supervision, and direction af social service 
programs, agencies, or institutions. Workers in this group 
usually deal with^cqncrete ind abstract variables such as 

. program' /design,*, rnanagement theory, and financial- 
feports. , . 



Entry and Advancement Information . 

^ A - To advance to most Occupations .workers not only 
^ need ihe required competencies arid credentials, 
but also related work e^tperience. 

Related Formal Training Programs 

Wprkers usually gain the competencies 
and ci'6«i^ntials they need to enter occupa- 
tions in this group i^i the following ways. 
6 - Graduate degree in administration or a special 

field. . ; ^ 

C - Four-year college dgeree in business administration 
or a special field. 



.Jraihing Time 



Occupations in this group may require 
from- over 4, years up to and oyer 10 years 
(SVP 8, 9). ' . • 

Related High Sctieol Level |Qur^es 

The followinig high school courses are 
helpful in prepiaring for the 'occupations 
in this group. " * , 

• Courses, required for entrance , to post high school 
: formal programs. . . ^ 



r 
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JUIniinistratOfiiHospital ; 
Administrator, Sbdat^ 
Blood*boiior Recrullar • ♦ : 

Business-Enterprise Officer ' 
Community Organization Worker 
Curator 

Depirtment Head, College or University 
DirejCtoi", Athletic 

Director, Commiinity Organization ' 
Director, Educational Program 
Director, Institution 
Director, instructional Material 
Director, Nursing Service 
Dltfector of Admissions 
Director, Preschool 
Director, Special Edition 



090*117 010 District Extension Service Agent 

187.117*010 Educatiprral Spbdalist 

195.li7'01t) &(tension Service Sjpeciallst ^ 

253.357-010 Field Representative; 

188.117-014 Library Director 

195:167-010 Manafi;er, Education and Training 

102.017-oio Medjcat^Record Administrator 

090J67-OIQ Parli Naturalist . 

630.117 022 President, Educational Institution 

187.11^014 • Principal 

099.117 010 Public Healtti Educator 

187.117 018 Recreation Supcirvisor ^ ^ 

099167-018 _ Superintendent Recreation 

0^117-022^ Superintendent, Schools 

0^i67-bl4 SupiKvisor, Education/ : . 

092.137-OiO Welfare Director J . 
094:117-014 



096.l61.010 

099.167-022 

096.127r0l4 

189.267^010 

100117-010 

166167-026 

079167-014 . 

049127-010 

090117^034 

099117-018 

079117-014 

187137-010 

187117-054 

099.117-022 

099117-026 

188117426 



V 



r 



I.. 



.0 



11.08 



WTC 



COIVIiVIUNICATIONS 



. Communications include the* writing, 
editing,- and .translating of . nonfictional 
information. Soriie workers also read news 
reports on' radio or television. 

NiBwspapers, publisliing firms, and radip 
and television stations employ these: work- 
ers. Businesses, government agencies, and 
professional groups usually provide some 
openings. : " 1 



WORK PERFORMED ^ 

: .-'--v \ ■ : ■ / ■ .. . 

. What would you do as a worker in this 
group? 



You would select and prepare informa- 
tion for printing or broadcasting, ^^ou 
would perform one or aaore of the foilow- 

ing tasks., . • ' ' 

' ' ■ ■' • ■ ■ 

• Collect facts and write news rep^oRs. ' 
, ' • Supervise workers who write news 

reports. " . 

• Prepare/ and read news reports ?or a 

. television or radio station. . . ; V 

• Write or edit articles .for' a. profes-f 
' ^ional pr' technical magazine. 

- • Translate speeches or remarks from 
..one languagfe to another. 



The New. York Times 




ERiCs 



^ Large newspapers often have -busy^^ noisy riewsrooms wh^re co'py editori must 



Still be able' to concentrate and meet deadlines. 



COMMUNICATIONS 
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, Reporters, use verbal and. written 
comrnunication skiits to collect facts 
: a;hd write news reports, v 




What skills, abilities/and interests would help you succeed in 
this kind of work? 

To dp this ^type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items are important to every job, 

• Use accurate grammar, punctuation, spelling, and sentence 
structure. 

• Express ideas and information clearly* 

• Plan, organize, and direct the vyork of others. 

• Understand and use the technical language of one or more 
professional or scientific fields. 

• Speak, and write two or more languages fluently. 

• Select ideas and information that would interest the public. 



ERIC 
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WORKER ;^ 
R^EQUIREMENTS 
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COMMUNICATIONS 



Db jou have or can you develop fh^se skills; interests, and abi 

Your answers to the following questions wiU hel^'you deci^ie. 

• Have you written bp9k reports or research papere? Do you 
enjoy Viting? Dp you apfely the iiiles of grammar, punc- 
'tuation, and sentence structure in your work? ^• 

• Have you had to learn scientific aiid technical terrns? Can 
you use them easily V y . 

• Have you \yopked for a school or community newspaper? 

Did you interview pepple and ^yrite articles? Did you do any 
editing? • 

• Have you taken courses in pubUc speaking? Do^ y^^ 
ease When speaking before a groupf " . , 

• Have you taken courses in a foreign language? Can you 
speak or write fluently mN^hat language you speak a 
second language at home? 




Working on your school yearbook can 
■ help you explore or confirm *yo"ur in- 
terest in wr.itten commufiiq'atlpnsl 



required. .V - [t'^'. y * , \ -i^: 



" 'i r.v,';.;;.«'AVf.:..\;i y'l ■ ■} 
\' ^ , • ' ..- ■ ' ' " !• ■ 




ER?0 
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How can you prepare for and enter this kind of work? 

Most jobs in this group require college courses in English,' 
journalism, or a foreign language. Some jobs, require a four-year 
college degree. Experience and skill qn writing dr broadcasting 
is sojnetimes a substitute for formal education. 

Some jobs require knowledge and experience in a field such as 
sportSi agriculture, music, or political science , 



What else should, you know about these jobs? 

workers in this group may work irregular hours. Some may 
travel or live in a foreign country. Gathering facts for news 
reporting may place the worker in hazardous situations. 



PREPARATION 



OTHER 



COlsrSIDERATIONS 



QUALlFlckriONS PROFILE 



The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. 



\ 1 



WORK, ACTIVITIES 

• . ■ ■ ' ( ■. '■ ■ • 

■' ' ■ * ■ 

Workers generally prefer the following 
types of work activities. 

2. Activities Involving business contact 

5. Activities resulting in recognition or appreciation from 
others. . ', 

6. Activities involving the communication of ideas and 
informalion, 

ERIC 



WORK SITUATIONS 

' Workers are willing to adjust to the* 
following types of work situations. 
1. Performing duties which change frequently. 

3. Planning and directing an entire activity. 

4. Dealing with people. *' 

7, Making decisions using personal judgment . 

8. Making decisions using standards that can be mea-^. 
sured or checked. . . ^ 



. ■3 & 7 
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WORKER FUNCTIONS 

These rnaj^ be the most difficillt func- 
tions worker? perform When dealing with 
data, people^ and things. \r~^ 
^. IjbW Avg. High N/' 

"DATA □ B -.Synthesizing! ..\ 

PEOPLE' . /■ . □ □ - Speaking/Siinaiing 
THINGS /'H □ □ -Handling ' ' 



F^HYSICAL.DEMAiSiDS 

■ ' - V,:. . ■.■^ V 

. Workers must be able to 'perform the 
following types of physical activities. 
S- Sedentary work. , \ 1'^ 

5. Talking and/ or hearing^ - 

6. Seeing. * 



WORKING (JONDITIONS 



COMIVIUNICATIONS 



GENERAU EDUCATIONAL 
DEVELOPiVjENT (GEO) 

GED Ts the general level of learning a^d 
reasoning .acquired through schools, ex- 
perience, or self -directed study. There are 
six GED difficulty levels, ranging 'from the 
most compMx (6) to'tlie simplest (1). The 
following statement explains why these 
workers need the GED'IeveVs. 

Workers apply logical thinking and verbal skills to 
write or edit communications materials. They interpret 
technicaf. instructions presented; in written form. These 
wor1^gi2^deal with abstract and concrete variables such 
as news analysis, broadcasting/ and written reports. 



Workers need to adjust to the follow-/ 
ing physical surro.undings and working 
conditions- 
I Inside. . 



A|>TITUDES* 



These levels of aptitudes (ability to 
learn) are related to the average success- . 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 



PREPARATION AND TRAINING 

w Workers usually gain the competencies 
and credentials they need to^nter or ad- 
vance to occupations in this group through 
formal education and training progranis 
or through work experience. 



Aptitudes 



G - General 
V- Verbal 

Numerical . • 
Q - Clerical Perception 

170 



Low 



tevels 
to 



I High 
5 / 4 3 2 1 



/ 



2-1 
1 



3 
3 



38c 



3 



Entr^y and Advancement information 

'''■.„ ■ . \ 

E-To enter some occupations workers only need the 
required competencies and credentials. ^ 

A ~To advance to some occupations workers not only 
need the required competencies and credentials 
but also related worit experience; 



COMMUNICATIONS 



Related Forinal Training Programs 

Workers usually gain the cbm^tencies 
and credentials they need to enter occupa- 
tions in this group in the following wayis. 
C- Four-year college degree in English, journalism, or 
foreign languages. 
. NFT - Some occupations in tfi^ group have no related 
. 1' formal education-, or training programs. 

Training Time 

Occupations in %h\s group may require 
from over 2 years up to and including 10 
years (SVP 7, 8). "3 
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Related High School Level Courses 



The:; following high school courses are 
helpful in preparing fpr ithe occupations 
in this group. 

Important Courses 

• Courses required for entrance to^post i^\chooT' 
formal programs. ' ^ 

• Composition. - 



Helpful Courses 
• Foreign Language. 




OCCUPATIONS !N COMMUNICATIONS 



Columnist/Commentator 
Director, News 
' E^HoriilAsiIstiiit 
Editor, 

Editor, Departipirt 
Editor, DictioiMiy 
Editor Newt 
E^^^empaper 



J 



131.067.010 Interpreter 

184.167-014 Newscaster 

132.267-014 Newswrltar 

132.037-014 Reporter 

132.037-018 Residence Supervisor * 

132.067-018 Translator 

132;067-026 Witter; Technical Publications 

132.017-014 



137*267^010 
131^67-010 
131.267-014 
131.267-018 
187.167-186 
137.267-018 
131.267-026 
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PROMOTION 



A 



Promotion invqlyes advertising products 
or -services, raising njoney, or influencing ^ 
the opinions -of others. Some workers in 
this feroup deal directly .with the public' 
Advertising agencies, business and iriSus- . 
tries, colleges, unions, professional groups, 
aiifd government agencies employ these 
^workers. 



V^RK PERFORMED 



What would you do as a worker in this 
group? 

You would , plan and conduct advertising 
and public relations carftpaigns to inform 



or persuade people. You' (voUld perform 
one or more of the following tasks. 

• Prepare product displays - and give 
advice on "how to increase* sales. * 

• Direct >a fund raising drive for a 
charity. ' * 

• Plan displays and demonstrations f or 
fairs or trade sH:ows. . v 

• Contact legislators and public officials 
. to promote. th^ goals of a special in- 

tei-est gi'oup. ■ \ 

• Prepare infon^tioh, pictures, \ and 
scripts for news releases and. t^e- 

. vision advertising.' •* 

• Persuade radio stations to play new 
musical recordings. . I 

• Plan and direct a membership drive 
for a chamber of commerce. < 



n 



^An advertising manager 
supervises'the preparation 
of. an advertising campaign. 




As a fund raiser, you must 
be able. to convince people 
to^ donate money for 
various causes. 



> . . . I 

What skills^, abilities, and interests would rhelp you sucqeed in 
this kind of work? 

•To do this type of woyk, you should have the ability to learn, 
the skill to perform, and flie interest in doing 'most of the fgllow- 
Ing items, t^ot all items are important to every job. • , 

• Create original ideas for advertising carhpaigns. . 
. • Speak gind write in a clear and convincing way. 

• Supervise the work of others. , 

• Influence the opinions of others. 



Do you have or can you develop these skills, abilittes, and interests?; 

Your answers to the following questions will help you decide. 

• Have you organized ticket sales for a school or community 
event? Di4 you plan the publicity? 

• Have you made posters for a school oi> community event? 
Did they attract attention? ' 

• Have you ^written advertising copy for a school yearbook or , 
newspaper"? D6 you like, this kind of writing? 

.* Have you worked in a political campaign? Diii you help 
think of ways to influence the opinion of the voters? 

• Have you -sold itenis to raise money for a school or com- 

munity group? Can you persuade people to biiy things? i 

■■ . ; . . ^ ■ ■:. ■ ■. .■■ . ■ ■ ; „ • ■■■ . 

Hpw can yoii prepare for an^i enter this kind of work? 

Many of the jobs in this group require a college degree in com- 
munications or public relations. Some jobs alsd require experience 
in a specific business or industry. Workers may need up to ten 
years to gain the education and experience .required for some 

jobs. ' ^ .^• : 



PROMOTION 



Whi^t else should you know about these jobs? 

IiX)ilg hpiirs and weekend work nijiy^be f in these jobs. 

Workers often face strict deadline's^Snd^fJandards. 

Workers who build a good repu^Stl^on in this field are often 
sought by other employers and offered better jobs. 
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■ ' ■ ' OTHER 
CONSIDERATIONS 



mi 



QUALIFICATIONS PROFILE 



The following information is a summary of the traits and 
qualifications related to J;he workers in this gr6up. As you read 
it, try to relate your own ^ interests, abilities, aptitudes/ and 
preferences to these worker "traits. "x. 



V)M3RK ACTIVITIES 

Workers generally prefer the folio wmg. 
% types of wofk iactivities. ^ 
2. Activities involving business contact: . 
5. Activities resulting in recognition or appreciation ffdm 

others.. 

. 7. Activities involving the communication of ideas and 
information. ^ 



WORKER- FUNCTIONS 

■ ■».*■ • ' ■ 

■ 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, an<f things. 

Low Avg. High 
DATA • □ □ p -Coordinating, 
PEOPLE □ p ' -Negotiating ' 

THINGS ■ □ □ -Handling - 



WORK SITUATIONS 



Workers are willing to adjust to the 
following types of work situations. • 
L Performing' duties which change frequently. 
3. Planning and directing an entire activity. 
. 4- Oea''ng with people. 

5. influencing people's opinions, attitudes, and judg- 
ments..^;. 

. 7. Makji^^c^pns using personal judgment. 
o 

ERIC 




PHYSICAL DEMANDS 



Workers must be able ' to perform the 
following types of physical activities. 
S Sedentary work. / . , .. ; . 

L Light work. ' \ \ " ' 

5. Talking and/or hearing. • ' ■' 

6. Seeing. 



393 ' 
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WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings and working 
conditionsr ' 

1 Inside. 

■ '. ' . • • ■ ' 

. ' . ^ ' ■ . ' 

APTITUDES * '\ 

These levels of aptitudes (ability to* 
learn) are related to the average success-^ 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 

•* Aptitudes ° Levels 
• Low to High 

' .- ■ • . • 5-4 3 2 1 

G - General 2 

V- Verbal " 2 

N- Numerical 3-2 

Q - Clerical Perception 4-3 



GENERAL EDUCATIONAL 
DEVELOPMENT <GED) 

GED is the generaljevel of leammg and 
reasoning acquired through schools, ex:- 
perience, or self-directed study. There are 
six GED difficulty leyels, ranging from the 
most complex (6) to the sin^lest (1). The 
following statement explains why these 
workers need the GED level 5. 

Workers apply logical thinking to design and carry oiit 
programs to promote gopdwi II, sales, or iinancial assets 
of a busintiss or organization. These workers collect- data, 
establish facts, and caifie to valid conclusions about the 
image building needs of an establishment. They deal with 
abstract and concrete variables such^s advertising copy, 
business reports, and fund raising ideas. 



PROMOTION 



PREPARATION ANI) TRAINING 

Workers usually gain the competencies 
and credentials they need. Ltd enter* or ad- 
vance to occupations in this group through 
f orm^ education . and» training prpg]:%imis 
or tlirough work experience. 



Entry and Advancement Information 

■ . ' ■ '\ 

A - To advance to most occupations workers not only 
Vneed the required competencies and credentials 
but also reteted work experienqe. 



Related Formal Training Programs ^ ' 

Workers usually gain the competencies 
ahd credentials' they need to 'enter occupa- 
tions' in this group in the following ways. 

C - Four-year cbll_ege degree' in advertising, communi- 
cations, or niarketing... . ; 
V - Vocational school courses in distributive education. 

■ ' / . ■ ' ■ ■ '■ ■ . . " , 

... ,■ . ' . ■ ■ / ' . ■ 

Training Time V 

Occupations' in this group may require 
from over 4 years up to and over 10 years 
(SVP 8, 9). . 



Related High School Level^Sourses 

The following high school courses fare 
helpful in preparing for the occupations 
in this group. 

• Courses required for entrance to post high school 
: formaj programs. • . 

• Composition, Speech. . . 



PROMOTION 
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/UoountExecu^ ■ 
, rlBilrector^ Fundraising ^ 

fbreivi-SenrfM Officer 

vfrimdIteiserlV !^ 
Goodwill AmiMubddr ; 
Lobbyist 



OGCUPAtlONS IN PROMOTION 



■> . .. 



164.167010 Maptgir, Advartliing 

165:il7-^^^ ;Min8ger,AdvertWng. 

185.157-010 ; ' Maniger, Proniotion 

' .; 188.1 17-iQ6 Membership Director 

; .293:157 010 /PAlFce Lieutenant. Commtinitjr^elatioRS 

:293.357018 Piiblic-Relationa Representative 

165.017r0l0 • ■ ' 



163^67-010 

16*.li7-010: 

163.117.0ia^^ 

189.167-026 

375.137-018 

165.067-010 
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Regulations enforcement is the enforc- 
ing of laws about finance, people's rights, 
health and safety, and similar WtteiJ§. 
However, workers in this group' are hot 
part of a police force. These workers ex- 
amine procedures, products, and services 
to assure that gdveirnihent regulations are 
followed; Mqst jobs in this group ^re found 
in V government agencies. Businesses also 
hire workers in; thfe group to enfOl:ce com- 
pany policies. 



WORK PERFORMED 

What would you do as a worker in this 
group? «• ^ 

- ' ■ ' * . ■ . . . • "' ' ' . ■ . ■ ■. ' 

. . ' ' ' ■ ■ " ■ . ' .. 

- -YOu would investigate and inspect to 
make sure that riegulatioris are being fol- 



lowed. You would perform one or mqre of » 
the following tasks. ' 

• RegtUateLthf entry of persons into the 
- United States. y^': 

, ; • liivestigate cases of cruelty to ani- . 

■ mals. ^- ■ ..: ;V ; 

. • Investigate claims of unfair hiring 
practices. , ' 

• Ej^amine bank .records to see if state; 
\^ banking'^laws are followed. / 

" • Erjforce customs regulations by in- 
specting baggage, of persons coming 

• into ^the United States. * 

• Inspect food processing plants to en- 
force sanitation laws. 

• • Inspect a factory to see that workers' 
■;i - safety and health are protected. 

• • Pose as a shopp^er to inyegtigate the . 

honesty of clerks m a; department 
■■store." -■ , 



Customs inspectors ex- , 
amine beiggage of :peopi^ 
entering the country to In- 
sure that afl. products bar : 
ing brought- in are declared.- 



erJo 
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Equal Opportunity consultants advise 
Dersorinel managers on hiring prac- 
tices, r 




American Motors Corporation 



Wl^at skills, abilities, and interests would help ygu succeed in 
this ^ind of worfi? 

,T6 do this type of, work, yoii. should have the ability to learn, 
the skill to perform, and the interest in doing most of the follow- 
ing items. Not all items ar^ important to every job. — 
' • I Know the details of the Mwsi or regulations that must be 
i enforced. 

• jWrite and speak clearly and precisely. 
\ Make decisions and judgments based on laws and regu- 
latiohs. ' / . , 

Use • firm but courteous behavior in a variety of situatipns. 

♦ Pay attention to fine qletails in. wi::itten or nunjerical infor- 
mation. ^, * 

ERIC V. — : ' 397 ■ ' 
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REqulATIONS ENfORCEIVE^NT 



Do you have or can you develop these skills, ablllli|«; and interests? 
Your answers to the following questions will help you decide. : 

• Haye you, been interested in- consumer- prot^tion or public 
safety? Would you liike to'help solVe«problepis in these areas? 

• Have yoq had summer or part-time exp^i^nce in a factory? 
Do you understand, safety regula.tions? 

• Have you been in charge of a ^pup or cl?iss? Can you main- 
tain order? Do you like to enforce rules? 

• Have you dealt with people who, disagree with you? Do 
yQu consider yourself a tactful person? 



PREPARATION 



How can you prepare for and enter this kind of work? 

Hie education and experience required vary among the jobs 
in this group. In some cases, clerical or other wbrkiers within a 
company or agency are promoted to these jobs. Other jobs 
require a college degree in accounting or other special fields. 

Many jobs in this group are in government agencies and re- 
quire workers to pass a civil service test. Some jobs are filled by 
political appointhient. 



REqulATIONS ENFORCEMENT 
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What else should you know iabout these jobs? ' 

Many of these jobs require workers to wear uniforms. Some 
workers must speak and write more than one languag^to deal 
with people from other countries. 



OTIHElR 
CONSIDERATIOI 



QUALIFICATIONS PROFILE 

The following information is a summary of the traits and 
qualifications related to the ^ workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker trait 



WORK ACTIVITIES 



WORKER FUNCTIONS 



Workers generally prefer the following 
types of work activities*-^ 
2. Activities, mvolving business contact. 
6. Activities involving the communication of/ideas and 

rnformation. 



These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 

Low Avg. High 

DATA - □ □ B - Coordinating- 

PEOPLE ■ □ □ -Speaking/Signaling 

THINGS ■ □ □ - Handling " 



WORK SITUATIONS 



Workers are willing to adjust ,to the 
following types of work situations. , 

1. Performing 'duties which change frequently. 

3. Planning, and directing an entire activity. 

4. Dealing with people. 

7. Making decisions using personal judgment. 

5. Makirig decisions using standards that can be' mea- 
sured or checked. ■ ' 



PHYSICAL DEIVIANDS 

Workers must be able to perform the 

following types of physical activities. 

L Light work." 
: 5. Talking and/or hearing 
6. Seeing. 



WTC 
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^ WORKING CONDITIONS 



■ I 



Workers need to adjust to the follow- 
ing =physical surroundings and working 
conditions. ^ 
I Inside. 

B Both: inside and outside. 



APTITUDES 



These levels of aptitudes • (ability . to 
learn) are related to' the average success- 
ful performance of workers in this group. 
Levels are rated^wT a 5 to 1 scale. 



Aptitudes 



G- General 

V- Verbal 

N - Numerical 

S- Spatial 

P - Form Perception 

Q - Clerical Perception 



U¥els 

Low' to ^ High 
5 4 3 \ 

3-2 

4-3 
4-3 

3- 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) ' 

t ■ . ' ■ ■ 
GED is the general level of learning and 

reasoning acquired through schools, ex- 
perience, or self-directed study. Thete are 
six GED difficulty levels, ranging from the 
most complex (6) to the simplest (1). The 
following statement explains why these 
workers need the GED level 5. 

Worlters ^pply logical tliinking and teclirtical knowledge 
to conduct jnvestrgations and inspections. These "workers 
collect data, establish- fads, and come to valid conclu- 



REqulATIONS ENFORCEMENT 



stons concerning the enforcement of government regula- 
tions. They deaf with abstract 3 nd concerte variables such 
as immigration, customs and postal ^aws, as, well as 
safety and fi?b .prevention teclaiques. • . . 



PREPARATION AND TRAINING 

' ■ - ■ • . ' .■ • ■ . 

■ " , ■ " " ' * 

Workers usually gain, the competencies 
and credentials they need to enter or ad- 
vance to occupations in this group through 
formal education and* training programs- 
, or through work experience. 

Entry and Advancemertt Information 

-E -To enter some occupations workers only, need the 

required competencies and. credentials. 
A -To advance to most occupations workers not only 

. need the required competencies and credentials 

' but also related work experience. . 

Related Formal Training Programs 

Workers usually gain^the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

C- Four-year college degree In accounting, allied 
, health, or other specialty. 

T-One- ahd two-year technicar school programs rn 
accounting, sanitation, and public administration. 
NFT- Some occupations in this grgup fiave no related 
formal education or training programs. 

■V ^ 
Training Time 

Occupations in tl^proup may require 
from \ver 1 year ^^^^ and including 10 
years (SVP 6, 7, 



Er|cB2 
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Related High Sctrool Level Courses 



Important Courses 



The following high school ctj'urses are 
helpful in preparing for the occupations, 
in this 'group. ' V ^ 



• Courses requirjp.d for entrance to post high school 
. formal programs. 
■ • Language Skills. . 

Helpful Courses ' 



■ s 



• Government, Health. 



OCCUPATIONS IN REGULATIONS ENFORCEMENT 



Aniinil Treitmuit Inveitigator 
Customs Inspector 
Deputy Insurance Commiisloner - 
Director, Cdnsamer Affairs 
Equai-OpportunftF Representative 
Fire Inspector 

Fbod and Drug Inspector . 
Health Officer, Field 
Immigration Inspector , : 
Industrial Hytfenist 



379.263-010 -Inspector, Agricultural Commoditia* 

168:267 D2^ Investigator 

186.117-022 Mine Inspector' ; 

U88.117-0S0 Revenue Officer 

mi67-0i4 Safety Coordinator 

373.267 010 Safety Inspector 

. 168;267-042 Safety Inspector . 

168.167-016 Sanitarian ^ 

.-168.167-022 Slioppinglnvestigatar 

079,161-010 



168.287-010- 
,168.267062 
168.267-074 
188.167-074 
909.127-010 
168.167-01^8 
168.264-014 
079.117-018 
376.267022 



buSINESS MANAqEMENT 



' i. 



■ / 
/ • 

/ • ' 



Business^ management ' means to direct 
the .a:^rtivities of a company or a store. 
WorkerHn thi^ ^group carry out operating 
policies an^procedures -and supervise 
others: All^j-pes of businesses employ 
these wbrl^rs. These businesses include 
hotels, r^f-eation centers, and . stores as 
well as transportation and service com- 
panies. Some government agencies also 
hire these workers. 



A restaurant manager organizes the 
work of ot tiers to insure ttie efficient 
Ofjerdtibn of tfie business. . 



WORK PERFORMED 

What would you do as a worker in this 
group? 

You wpuld direct the affairs of a busi- 
ness; o^r company. You would perform one 
or rfiore of the^ following tasks. "'^ 

• Plan and ^oversee services to- guests 
in a hotel..; : 

Direct acdyities at a dude ranch. 

• Jdlanage customer services for an air- 
: line at ah "airport. N 

. -^- m Manage & ppvat? employment agency. 

• ■Manage a furnituii^store. 

. - • Operate a tool rental firm. 



Business manaqement 
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General Foods Corporation 



Adistribution warehouse manager takes inventory and notifies customers when 
the stock is low; ■ . 



What skills, abilities, and interests would help you succeed in 
this kind of work? 

To do this ty^e of work, you should have the ability to. learn,- 
the skill to perfcfrm, and the interest in doing most of the follow- 
ing items. Not all items are important to every job. 

• Direct activities according to the policies and procedures set 
by a company. 

• Read charts, graphs, and reports about business affairs'. 

• Prepare budgets, keep financial records, and take inventory. 

• Use tact and courtesy to deal with the public. \ 

• Speak and wtite dearly. 

• Supervise dthers^to insure efficient operation of the business, 
o / 

^ - 403 



WORKER 
REQUIREMENTS 
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Business MANAqEMENT 



Do you have or can you develop these skills, abilities, and interests? V 
Your answers to Ahe fo^owyjg questions wiU hei^. you dedde* ; '. 

• Have you jbeen in otharge of a coniniittee or group iaqtiyity? :. 
tJan you supervise others? -^ 

A Have you been in^charge of la coniniittee' or group activify? ' 
' Can you lead others to \^rk well together? ' ^ \ • 

• Have you held an^ office n^a scho'ol^churcHi or cpriimiuiity / 
group? Dotothers respect your jijdgment? \ V , ' 

• Have" you taken courses in business or accounting'? Do you 
like business subjects? ^ ' ; ; \ 




buSINESS MANAqEMENT 



How can you prepare for and enter this kind of work? 

Many jobs inyfifiis group are reached by promotion within a 
company or sto^ College studies are not always required but a 
degree in business management is helpful. Vocational or tech- 
nical. school programs in hotel or restaurant management are . 
r^uired for some jobs. J^xperiencej is accepted as a substitute 
nor education in some cases. Some! workers transfer to other 
companies to get jobs in this group. ^ 
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PREPARATION 



C 



What else should you know about these jobs? 

Some workers in this group work long hours to cover staff 
shortages or meet emergencies. In large companies, policies are 
usually set by higher level administrators and approved by a 
board of directors. The business manager is responsible only for 
carrying out the policies. 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE 



The following information is a summary of the traits and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
pireferences to these worker traits. 



WORK ACTIVITIES , 

' - - 1 J'^'" 

Workers generally prefer the following 

types of work activities. 

2. Activities Involving business contact. 
5. Activities resulting in recognition or appreciation from 
others. 



WORK SITUATIONS 



Workers are willing to adjust to the 
following types of worWituations. 
1. Performing duties which chang^equently. 

3. Planning and directing an entire activity. 

4. Dealing with people. 

7. Making decisions using personal judgment 

8. Making decisions using standards that can be mea- 
sured or checked. 
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WPRKER FUNCTION? 

" These-^ay be the most, difficult func- 
tions workers perform when dealing with 
data, people^ and things. 

Low Avg. High . 
DATA □ □ ■ -Coordinating '.' 

PEOPLE ■ p □ - SpMking/Signaljflg 



.THINGS 



' □ □ \- Handling 



PHYSICAL DEMANDS 



Workers must be able to perform the 

following* types of physic^ activities. 

S' Sedentary work. 

L Light work. „ 

5. 'Talking and/or hearing . 

6. Seeing. 



Business MANAqEiyiENT 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) \ \ . 

' ' '• ' . . ■ 
GED is the general level of learning and 

reasoning acquired through scHoolis, ex- 
perience, or self^directed study. There are* 
six GED; difficulty levels, ranging from gie 
most complex (6) to the simplest (1) . Mie 
following statement explains why these 
workers need the G^D level 5. 

Workers apply logical thinking and principles bKjbiisi- 
ness systems^o insure the efficient operation of a variety 
of business concerns. They define problems ^nd evaluate 
facts to- make decisions concerning workers and their 
activities. Workers in this group interpret instructions 
presented in mathematical or diagrarh form. They deal 
wph abstract and concrete variables such as operational 
procedures, work schedules^ and work tasks. 



WORK,ING CONDITIONS 

Workers '^need ^ adjust to the foHbw- 
ing physical.,,sdrroundings and working 
conditions. ' 
I I Inside. . 
B Both: inside and outside. . 



APTITUDES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group^^ ^ 
Levels are rated on a 5 to 1 scale. 



PREPARATION AND TRAINING ' ^ 

A 

Workers uisuaUy^gain the competencies 
and credentials they n^ed to enter or ad- 
vance to occupations in this group through 
formal education and training program^ 
or through work experience. 

Entry and Advancement Information 



A. 



Aptitudes 



Low 

5 



Levels 

to 

4 3 2 



High 
1 



G - General 

V- Verbal 

N - Numerical 

P - Form Perception 

0 -^Clerical Perception 
o 

ERIC 
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To advance to most occupaHonS^workers not only 
need the required competencies and credentials 
but a^o related work experience. 



Related Formal Training Programs 



Workers usually gkin the competencies 
and credentials they need to enter occupa- 
tions in this group in the following ways. 



Business MANAqEMENT 



C -"Four-yftflr- college degree in business management. 
T - Technical school courses in hotel or^restaurarit ' 
V management. 
, -V -r Vocational scUol courses in home economics, dis- 
tributive education, or quantity food areas, 
n NFT - Some Occupations [n this group have no related 
formal education or training programs. ' 

Training Time > • ' 

Occupations in this group m^y require^ 
from over 1 year up to and inclu^g 10 - 
years (SVP 6, 7, 8). 




WTC 
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Related High School Lev^f Courses 



he following high school courses a:re 
helpful in preparing for ' the occupations 
in this group./ v\ ^ 



( 



p Courses ..required for entrance. to ^ post . high school 



formal programs- - " <i 

<i Language Skills, Basic Math Skills;: 



OCCUPATIONS IN BUSINESS MANAGEMENT 



CommisMnr Manamr 
Condudbrr PamngarC^^ 
Goiiductflr, Road Freight 
Director^ Camp 
Dlfirtor, Food Sahdcaa 
Diractq^ Fiinerai ' 
IHrtctor^ Recreatkm Cantor : 
Esatuthra Housakaapar 
Manager^ Apartment House 
Mahageri Automobile SaivlcaStailon 
Manager, Barber or Beauty Sbop 
Manager* Boarding Home 
Mihager« Bos Transportation 
Manager, Cemetery 
Manager, Department 
Manager, JNetributton Warehouse 
Manager; Flight lOtchen 
Manager, Food Service 
ManigerpBoifClub ^ 
Managerv HeaitbCtub ^ 
Manag^, Hotel or Motel 
Manager, Industrial Cafeteria 
Manager, liisurance dfTica 
Manager, Uquor Establishment 



185.167-010 Mahigw, Udgiffg FKllHtes - ' 320.137-014 

198.167-010 Manager, MactaihijVHi^-EqiUiime^^ ^ :} -J-:. -r 

198.167-018 andLaailttg ; 185.167-026 

195;167-018 Manager, Meat Sale! and Storage ^ 185167-030 

187;167-026 Manager, Nfts^/^^^^^^^:^^^^^^^-^^^,^^^^ - -.l^^ 

187.167-030 ; - Manager, l»roperty ' ■ ' ■ > 186;167-P46 ! 

195.167-026 . Meneser, Recreation Establishment. 187.117-042 

187.167-046 : Manager. Retail Store , 185.167-046 

mi67018 ; Manager,Sates^^^^^ ■ : •187,167.138 

s 185.^67-014 Manager, Service Department 187.167-142 

^87.167-058 Manager; SitatintfRinIt 187.167.146 

320.137-010 Manager, Station : 184.167-Ofe; 

184.167 054 Manager, Storage Garage » 187.167-15d 

187.167-074 Manager. Theater - 187^67-154 

2^9 137-010 Manager, Tobacco Warehouse 185.167-054 

18S.167-018 Manager, Traffic 184:117-066 ; 

319.|37 014 ' Manager; Truck Tennlnal . 184.167-lW 

187.167-106^ Manager, Vehicle Leasing and Rental ' : 187.167-162 

187.167-114 : Manager, WarehOoaa 184.167-114 

339.137-010 Puiaer • V ■ ;. ;r 197.167-014 

167.117 038 : Superintendent, Uundiy 187,167-194 : 

'^319.137-018 ' . Superintendent, Maintenance of Equipment 184.167-178 

186.167-03M ' Superintendent, Terminal . 184.167-214 

157.167126 Yard Manager 184.167-278 ; 
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IVIS 



CJon^racts and claitns include negotiating/ 
contracts and investigating claims! for 
companies and people. Workers ^ who 
negotiate contracts set up legally bindiitig; 
agreements between buyers and ^l^s of 
services, materials, or products. \york^rs^ 
who investigate claims gather information 
to determine the validity Of claims. Claims 
involve .^such things as property damage 
or personal 4njury. Insurance comiianies, 
boo'Hing agencies, industries, busMesses, 
and government agencies employ workers 
in this group. , " 



WORK PERFORMED 

What would you do as a worker in this 
group? " ■ 



:You would bargain with others to agree 
upon a contract or a 'settlement of a claim. 
Yoii would perform one or more of the 
following tasks, 

• Arrange contracts with night clubs 
and theaters for musicians or oth^r 
entertainei^s., 

• Bargain witli property owners to 
settle damage claims resulting from 
driUing i for oil; 

• Contact publishers to arrange for 
publication of writings of an author. 

^ -•s'Meet with public officials to arrange 
^. leases for the right-of-way of utility 
, -lines.. ' ■ 

• Work fpr an insurance company to 
settle claims. 

• Prepare and submit bids for construc- 
tion projects. 



CONtRACtS Aiyd cUlMS 
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CSr insurance companies employ 
claim examiners to estimate damage 
^ind settle claims^ 



Illinois Agricultural Association 




1 











Lease buyers negotiate prices and r 
contracts with landowners; 




What skills, abilities, and interests would help you succeed in 
this kind of work? 

To do this type of work, you should have the' ability to learn,- 
the skill to perform, and the 'interest in doing most of the follow- 
ing it^ms. Not all items are important to every job. 

• Know laws to prepare contracts and settle claims. 

• Compute costs" and prepare cost estimates, 

• Read detailed technical information. ^ 

• Keep accurate records. 

• Persuade others to agree to terrps. 
• • Speak clearly and convincingly. 

ERIC 
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CONTRACTS ANcI cLaIIVIS 



Dp you have or can you develop these skills/abilitifes, and interests? 

Your answers to the following questions will help you -decide. 

• Hav^ you -been on a -debate team? dan you persuade bt|iers 
" to accent, your opinions? ^ ^ ; ' < • 

• Have ^ou filed a claim against^ an insiirance comply? I3id 
you fill out an accident report? Do you like* detailed work 

; ^ like" this?:.- ' ' . 

• Have you read a lease or formal contract? Did you under- 
stand the details? . 



PREPARATION 



HoW can you prepare for and enter this kind of work? 

Many jobs in this group require work experience in a field 
such as insurance or . real estate. The type and amount of educa- 
tion^equired vary among jobs. A 'college degree in business or 
management is usuaHy needed. Courses in real estate, business 
law, or insurance are helpful. 



OTHER 

CONSIDERATIONS 



'^VVhat else should you know about ^ese jobs? 

Some jobs in this group require the worker to travel. Pay may 
be based on salary, commission, or a combination of both. Work- 
ers usually need to pass a civil service test for jobs in govern- 
ment agencies. '■ 



QUALIFICATIONS 
PROFILE / 



The following information is a summary of the traits^ and 
qualifications related to the workers in this group. As you read 
it, try to relate your own interests, abilities, "aptitudes, and 
prieferences teathese worker traits. 



CONTRACTS ANcI cIaIMS 



work; ACtlVITIES 

Workers generally prefer the followin|^ 
types of work activities. 
2.. Activities invoMng business>£ontact. 

5. Activities resulting in recognition or appreciation from 
others; 

6. ;Activiti8s involving the' communication of . ideas and 
; Information. , 



WORK SITUATIONS 

Workers are willing to adjust to the 
following tjTpes of work situations. ■ 

1/ Performing duties which change frequently. , 
3. Planning and directing an entire activity;. * 
4' Dealing with people. * 

7. Making decisions using personal judgment. 

8. Making decisions using standards that can be mea- 
sured or checked. ■ 



WORKER FUNCTIONS 

These may be the most difficult func- 
tions- workers perform when dealing with 
data, people, and things. 

Lbw .Avg. High' ; • - , 

DATA □ ^ . □ B - Coordinating ■ ■ '■ . 

PEOPLE □. □ ■ ■ - Negotiating 

THINGS , ■ □ □ -Handling • 



PHYSICAL DEMANDS 

- ' ■ ■ ' - V ■ 

Workers must be ahle to perform the 
following types of physical activities. 
S Sedent^work. ^^^^"H 
L Light work. ' ^ ^^Si'-i . ' 

5. Talking and/or hsaring. . .' ■ 

6. Seeing. 




WORKING CONDITIONS 

Workers need to adjust to the follow- 
ing physical surroundings arid wjprking 
conditions. . : <■ 
\ ln.side. . ^ • . * • . '• 



APTITUDES 

These levels^ of aptitudes • (ability tg 
leirn) are related to the average success^ 
ful performance of workers iii this group.^ 
Levels are~ratfed on a 5 to 1 scale. 



Aptitudes 



^G - General 
.V- Verbal : ■ 
N- Numerical ■: 
Q - Clerical Perception 



Levels 

Low ^to : High 
5 4 3 -2 1 



3 



.2 

i 



GENERAL EDUCATIONAL ' - 
DEVELOPMENT (GED) 7 

■ ■■ ■ ■ , ' . ' ■\ • . 

(JED is the general level of learning and , 
reasoning acquired through schools,^ ex- 
perience, or self -directed study. There ar^ 
six GEP difficulty levels, jariging from the ■ 
most complex (6) to the simiplest (1) . The 
following statement explains wiry these 
' workers need the GED level' s. 

■ Workers apply logical thinking to 'ff^fine - problems, ■ 
^collect facts, and make sound decisioifs^fqncerning con-..- 

' tract negotiations and claims investigation. 'They interpret 
a vari^v of instructions presented in rnathematical or 
. diagpm form. These workers deal with abstract and coii- 
; cretey variables such as] daniagi dinis; contractual 
. claijse;, .aind leases. 
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PREPARAtlOM" AND tRAINING . 

; Workers, usu^l]^? ga th€ compeiehci^s 
and' credentials they need to enter or *ad- 
vanc0 to occiipations in this group through 
formal education arid training piiogranis 
or through work experience. 



CONTRACT^ ^I^JI i/it^W. 



Training Time 



Occupations in this f^Pt^^ tfc^&\i^\Are ' 
' from - oyer 2. years up t^ 'M^^ p»jfllidi**g IC 



years (SVP 7, 8). 



Entry and Advancement Information 

E- To enter some occupations workers only need the 
required, competencies and credentials. - 
A - Tq -adyance to most , occupations workers not only 
\ need the. required competencies and credentials 
. . but ajso related -work experience. . ' 



■ • * . ■ ■ ■ ■ ■ ■ 

Refated Formal Training Programs ' 

Workers 'usuany gain, the competencies 
and credentials thejji need to enter occupa- 
tions in this group in the .following wkys. 

C Four-year^college degree in business management, 
. real estate, 'insurance, or business law. 
. T^Gne- or two-year technical school programs in 
. insurance, real estate, or business .law. 
V - Courses 'in distributive education. 
'NFT- Some occupations in this group have.no related 
fo^paf education or training programs. 



Rotated High School Lev^^V^i^^^eJ , , 

following hisin A^^'(::im^^ \r^' 
, helpful in preparing fo^ ^jifcupgi^itioiis 
in this group. ^ 

. . • Courses- required for entraK/ .(^^jj high ^^^^ • . 

, formal programs. . , ' ; 

. . Language Skills,. ^sic Mat[^ %\ 



Ansiral 



QCCiiPATIOt^^ 
contract's ANt;/ ^[liKiH 



, 

' Apinli«;Juitc)mobU«. Damigt ^ .IX^ij^^niA 

;>atIroEMm|ii«;J^:i,;^;''-.-:^:\"v -':^Mi^6?-pI»' 

-^•:C6hti**AdihI«iitertbr^:::^^ - :^\^i^k^; ■ 

■\ljMitrBiijfir :-:-;:77v^^^^ fv '^'^^.---''^^S^^mj ' . 

;I^I>eft^UtiHati0B:0ff^e•^^;^7^ ^igj^HMSg,! • 
. ttentaFManiipir;PtibticEventi>«cinii.i : ; : l8s'i^lM)6i2 v'i'j ' 

Rlght-of'WqrSiipenrtso^l , l8j]^^>-l7|l5Gl ' 



' 1 
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V This is ah interest^^v performed 
before an audience. 

. You can. sfatisfy. this interest through jobs in athletics, 
sports, arid the performance ^of^ :p^ 
enjox.. spprj^r jP.srhaps a a professional player or 

oflSciai would satisfy you. develop and 
perform special acts such as acrobatics or wire walking. 
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Sports includes competing in professional 
athletic or sporting events, coaching play- 
ers and officiating games. Jobs in this 
group are found in all types of sports. 
These sports include horse racing, hockej^, 
football, baseball, basketball, golf, and 
track. : 

'i ■ " ■ 

WORK PERFORMED 

What wouljdl you do as a worker in this 
.group? . .. 



You would officiate, coach, or cortjipete 
in professional sporting (Bv^nts. You would 
perform one or more of the following 
tasks.. ' 

^ Coach a baseball team. - 

• Stai^t, time, or certify winners in a 
major auto race. 

• Ihspect equipment to see if rules are 
being followed before, an event. 

• Practice and play on a football team, 

• Stop a game and penalize players for 
breaking a rule. . 

^ • Ride horses in several races each day. 



SpORTS 
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Wh^t skiljSf^bilities/ and interests would help you succeed in this 
type ol work?/ ■ \ 

. To do this type of work, you should havfe the abUity to;learn, 

the. skill to perform, and the interest in. doing most of the follow- 

' ^ - • ■ ■ ■ ■ *• " ' ' . ' .. • 

ing items. Not ; all items are important to every job; 

^ • Kriow all the rules ot the ganie"* or sport. ^ 

■f Make official decisions quickly and firmly. 

• Work linder the physical and mental pressure of competition. 

• Judge distance, speed, and movement of objects or people. 

• Coach players and teach the techniques of a sport. 

• Stay bri a strict training schedule. ■ ^ 
. • Wprk under risk of physical injury. 

ERIC °; 
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SpORTS 



bo y6^ have br cahVou develop these skills, abilities^ and interests? 

Ypti^ Answers to th^ following questions will help you decide. 

• Have you coach^^ a team or a person in athletic events? 
Werie 'your efiforts effertive? . , 

^ • Have you competed in sports? Do Ypu know the rules of any 
: sport well enough to be 'a Judge or umpire? 

• Have you beien an umpire or referee in intramural games, 
. physical education classes, or sandlot sports? Can you make 

decisions quickly and firmly? 

• Have you competed against others in an athletfc event? Do 
you remain calm and alert in the heat <)f competition^ 



SpORTS 
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Hovf can you prepare for and enter this type of work^ 

Coaches in professional sports often start jas high school or 
college coaches. Race officials do hot usually haVe a formal 
method of entry. Most people obtaining these jobs have already 
been involved iiQracing in some way. ^bme jobs, such as docker 
iand horse, race starter, require at least six months in ia similar 
job for Experience. Then on-the-job training is required for the 
desired position. 9 

To be hired by professional baseball leagues, umpires must 
graduate from one of several recognized umpire training schools. 
Umpires obtain their first jobs in the minor leagues. Then they 
attempt to earn promotions to the ihajor leagues. , 

Athletes in major sports often receive training andf (experience 
as members of high school or college teams. The athletes are 
then recruited by professional clubs. Their training continues as 
long ais they work in their jobs. Racing professionals must learn 
their jobs through experiente over several years. 




What else should you know about these jobs? 

Audiences and play^s may not agree with the officials' deci- 
sions. Officials must be able to stand by their decisibnsr They 
must inipose corrective measures and may remove a play^or 
coach from the game. 

Professional athletes must maintain or improve their skills to 
compete against others. The -physical demands of most sports 
may limit the number of years a, worker remains a professional. 

vProfessionai coaches are always under pressure to Aave win- 
ning teams. Their futures usually depend upon their win/loss 
records. 



12.01 

PREPARATION 



n OTHERS 
CONSIDERATIONS 



^Tnie foUowing infoirnation is a sunimary of , the traits and 
qualifications' related to the workers iiv this group. As you read 
it, try to relate your own interest^ abilities, aptitudes, and 
prefereiices to these worji^r traits. 
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WORK ACTIVITIES 

Workers generally prefer the following 

typeis of work activities. 

5. Activities fesulting in recognition or 'appreciation from 
others. 

WORK SITUATIONS 



^orker^ are willing to adjust to the 
following types of work situations. 
.4. Dealing with people. 

5. Influencing people's opinions, attitudes, and judg> 
ments. 

6. Working undei* pressure. 

7. MakirTg decisions using personal judgment 

. 8. Making . decisions using standards that can be. mea- 
sured or checked. 

WORKER FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing with 
data, people, and things. 
]. ' Low Avg. High 
DATA □ □ ■ ' - Analyzing- 4i 
PEOPLE ■ □ □ -Speaking/Signaling 
THINGS D ■ □ - Driving/Operating 



PHYSICAL>pEMANDS 



Workers must be able to perfpritn the 
following types of physical activities. 
L Ligbtwprk. 
Hi Medium work. 
H Heavy work. 

2. Climbing and/oc balancing. ■■ y 
. 3. . Stooping, kneeling, crouching, and/or ^crawling. 

4. Reachirig, handling, fingering, and/or feeling. 

5. Talking andi^or hearing. 

6. Seeing. ' 



SpORTS 



WORKING CONDITIONS 



Workers need to adjust to the follow- 
ing physical surroundings and working 
conditions. . 
0 outside. V f 

B Both: inside jand. outside; ' - • 
6. Hazards. . 



APJITUOES 

These levels of aptitudes (ability to 
learn) are related to the average success- 
ful performance of workers in this group. 
Levels are rated on a 5 to 1 scale. 



Aptitudes 




Levels 
Low to High 
5 4 3 2 1 



3 
3 

4-3 
4-3 
4-3- 



G - General 
V -Verbal 
S- Spatial ^ 
P - Form Perception 
Q - Clerical Perception 
K - Motor Coordination . 2 

E - Eye-Hand-Foot Coordination 
F - Finger Dexterity 2 
M -Manual Dexterity 2 



GENERAL EDUCATIONAL 
DEVELOPMENT (GED) v . 

GEX) is the general level of learning and 
reasoning acquired through schools, ex-, 
perience, or self -directed study. There are 
six GED difficulty levels,, ranging from the 
most complex (6) to the siniplest (1). The 



SpORTS 



following statement explains why these 
wbilcers need the dED level 4 5. 

Workere apply special knowledge and logical thinking 
to enforce the rules and regulations of a sport or game. 
They interpret a variety of instructions presented in writ- 
ten or diagram form. During sporting events, these work- 
ers m^KevJlecisions based on abstract and concrete vari- 
ables such ^as the players' positfons, readiness of racing 
animals, the location of bails or pucks, and fair play. 
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Related Forrhal Training Programs ; 

Workers usually gain the competencies 
and credentials they need to enter occupa^ 
tions in this group in the following ways. 

C- Four-year college degree in physical education. 

NFT- Most occupations in this group have no related 
formal education or training programs. • 



PREPARATION AND TRAINING 

Workers usually gain the competencies 
and cr^entials they need to enter or ad- 
vice to occupations in this group through 
foi-mal education and training programs 
or through work experience. 

Entry and Advancement Information 

E -To enter some occupations workers only need the 
required competencies and credentials. 

/F- To advance to some occupations workers not only 
need 'the. required competencies and credentials 
biit also related work experience. 



Training Time ; 

Occupations in this "group may require 
from over 6 months up to arid including 
10 years (SVP 5, 6, 7, 8). 



Rieiaied High Schopi Level Courses 

The following^ high school courses are 
helpful in preparing for the occupations 
in this group. , 

• Courses required for completion of high school. 

• Courses^ required for entrance to post high school 
formal programs. 



OCCUPATIONS rN^ SPORTS 



Automoblto Racer 

' Guide, Hunting and Fishing 

.HeadCoacli 

llnstractbr^SiKMls 

jWotorqrde RaoBr ' 
Prafssslohal Athlete 
jUmpIre 



153743-010 
353.161-010 
153.H7-010 
153.227-018 
153.244 010 
153.243014 
153.341.010 
153.267018 
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Physical feats, as used here, are acts of 
special physical strength or skill which 
entertain people. Workers in this group 
may perform alone. Circuses, carnivals, 
and theaters hire these workers. Booking 
agents often arrari^e performances and 
special events. 

WORK PERFORMED 

What would you do as a workier in this 
groiip? - 



You would prepare and present ^ptecial 
feats of physical skill to entertain audi- 
ences. You would perform one or more of 
the following tasks. ^ 

: ^\ ' , , ■ . :'■ .■ ; -. 

• Demonstrate gymnastic skill on a 
high wire or trapeze. . 

Compete in events at rodeos, 

• Juggle 2ind balance things such as 
balls, knives, or plates. 

• Swim in a water ballet. 
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. ..... 



Wyoming Trav^eJ Commissioi 



Would 
pyessure 
risks? 



ou enjoy working under the 
of physical hazards and 




■■■■ '•' ' ■ , ■ ■ ' " 

What skills, abilities ' and interests would help you succeed in this 
type of work? 

To do this type of work, you should have the ability to learn, 
the skill to perform, and the interest in doing most of the fpliow- 
ing items. Not all items are in^ortant to every job. 
. • Move eyes, hands body, and feet together skillfully. 

• Perform in front pf an audience. 

• Stay on a strict training schedule. 

• Work under; Nie pressure of physical hazards and risks. 

• Judge distance, spleed, and movement of objects or people. 
. • Develop a physicaj skill for a specially act such as juggling 

"of acrobatics. 
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PREPARATION 



Do you have or can you develop these skills, abilities, and interests? 

Your answers to the foUowinjg questions will help you (Jedde; 

.• Have you taken part, in ariy sport or game involving rapid 
movement and high risks? Can you overcome the natural 
fear of injury enough to concentrate on the event?^ 

• Have you had lessons in riding a horse? Have S'ou competed 
in a horse race, horse show, or rodeo? 

• Have you had a hobby or specialty act such as juggling, 
iacrobatics, or wire walking? Do you perforin well before an 
audience? ' 

How can you prepare for and enter this type of work? 

The lisual method of training for these jobs is by working in 
a related environment. Workers learn by observing oth6rfe and 
practicing. A common method of training is to work with and 
ieam from /a successful performer. Training periods usually last 
from two to ten years. 

Circuses and other companies hire performers of some spe- 
cialty acits and help them improve their acts. Some performers 
own their own equipment and contract for appearances. 
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The training rjfeed^d^ 
race; c6mpetit/6hs or to be a cheer- 
leader can hetp 7pu develop phytsiicat : 
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VVhat else should you know about these jobs? 

Workers in this group must maintain or Improve their skills 
for their own safety, 
j Physical requirements usually limit the nuinber of prpdi^ctive 
years of some workers. .1/" 

Workers' usually travel from place to I^ce to do j their Vvork. 
They might go to the same places on a tfegulai* schedule. 



OTHER 
CONSIDERATIONS 



QUALIFICATIONS PROFILE: 

The following information is a summariy x)f the traits anil 
qualifications rera:ted >to tlje workers in this girpup. As you read 
it, try to relate your own interests, abilities, aptitudes, and 
preferences to these worker traits. , 



.J 



WORK ACTIVITIES 



WORK SITUATIONS 



Workers generally firefer the following Workers a^e villing to adjust to the 
types of ^ork activities-. following typ^es of work situations. 

5.?; Activities resulting in recognition or appreciation froni 

others. • 6. Worl(ing under- pressure. .. 

Activities involving processes, methods, or machines. . 7. Making decisicjHS using personal judgrnent. 
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WORIj^R FUNCTIONS 

These may be the most difficult func- 
tions workers perform when dealing witii 
data, people, , and things. 

, Low Avg. High • 
DATA ', □ -Compiling . 

■PEOPLE ' □ . ■ - Diverting . 

things: *^ □ . ■ □ - Manipulating " 



PHYSICAL DEMANDS 

Workers must be able- to perform the 
following types of physical activities. 

L Ughtwork. ^ 

M Medium work. ;. 

H Heavy work. 

2. Climbing and/"or balancing. 

3. Stooping,, kneel jpg, crouching; and/or crawling. 

4. Reaching/ handling; fingering, and/or feeling. 

5. Talking and/or hearing. . : 

6. * Seeing. ' • ' 



WORKING CONDITIONS 

■ ' . ■■■■ '■ ' ■ ' -' H 

Workers need to. aiidjust to the follow- 
ing physical surroundings and working 
conditions. / ' . 

I .Inside.. . ;■ . 

. 6' Both: insideiind outsid^. ' ' • , - 

*6. Hazards. . v V.f ' • 
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APTITUDES 



These levels of aptitudes (ability to 
learn) are'related to the average "success- 
ful performance of workers \p. this group. 
Levels are rated on a 5 to 1 scale. , 



Aptitudes 



Gr General • • ' 
St Spatial 

_F - Form Perception .. 

.K - Motor Coordination ! >^ 
F -^finger Dexterity ■ 
M rr Manual Dexterity , 
E - Eye-Hand-Foot Coordinatioh . 



■ ^ Levels 
Low to High 
5' 4 3 2 1 



V 3 



.;: 2 
3- ■ 

3- 2 j . 
3-2 ' 
3-2- 
2-1 



QENERAL EDUCATIONAL 
DEVELOPMENT (GED) 

GED is the general level of learning and 
reasoning acquired through schools, ek- 
pef ience, or self-directed study. Ther-e are 
' six GED difficulty, levels, tanging from the 
most complex (6) to the simplest (1). The 
follov()^ng statement ^plains why these 
workers need the GED level '3-4. 



Workers apply special knowledge^ntTr logical thinking 
tp perform an unusijal physicaj^eat for the purpose of: 
entertainiiig cfthers". . They int^ret a variety of instruc- 
tions; that are written^^^^p^en, or in diagram form. These 
workers . solve praptiMi problems based (wi concrete fac- 
tors such as pltysical condition and particular skills. 
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and credeiitials they need to enter or ad- 
vance to occupations in this group through 
formal education and training programs 
or through work experience. ■ 

Entry and Advancement Informatioh ' 

,E-To enter most ocqupations workers only need the 
■ . ' required competencies and credentials" : ; 



Related Fo^nal Training Programs 



Workers usually gain the compf tengies^i 
and credentials they need to enter occupa- 
tions in this group in the following ways. 

NFTv Most occupations in this group have no related 
formal education or training programs. 



Training Time 

' Occupations in this group may require 
Jri)ni.jQcerJljnQnths.JipJt 
10 years . (SVP 5, 6, 7, 8) . , 



Related H igh »SchooI Level Courses 

\The following high school courses are. 
helpful in preparing for the, occupations • 
in this group. ' 

• Courses required for completion of high school 



OCCUPATIONS IN PHYSICAL FEATS 



tnstnicbr, piiyilciU 



Ro(t0o Performer 



; 153.227014 
159.341-010 
:i59.344-0i4 



V •■• ..■ .• • ■ ■ - : - . 

> ' WORK AGTIVITIES 



- Everyone has preferences for certain types of activities. There aw ti^^^^^^^^^f dif. 
ferent occupations involving a wide variety of activities. Work activit|/^ j-^e^ (ji^ccups- 
tions can be grouped into ten broad types. V - - 

These ten ^ypes of activities are -related to the 66 ^yorker Trait G^M\ ^pij p^nu^e 
these types of work activities for career exploration in two ways: 

a. You can select ^wker Trait' Groups to explore by knowing v^^ \f^Hf . ^cti^- 
ities you prefer. ^ / 

b- You can identify work^ctivities you would dp as a .worker in^^^^^ 



■i ■ 



Types of, Work Activities 



/ 



■ t:t||l^8^:^^:lif^ most'woy jn'th^- least 

erJcos 4,2 s . - . 



4. Activities involving ciirect persprjai contact to help or instruct others. 

Workers help to maintain or improve the ^physical, mental, emotional, or spiritual 
well-behig of others. Workei's need to speak and listen well. They may coramuni- 
: " cateysiiniile ideasrTheyTiiaynalso^ wittv complex principles of human growth 
to teach, triain, or help others. Some WorkerV may care: for or traiii animals. . ■ ' 

5. Activities resultiiog in recognition or appreciation from others. 

, plan, control, oi: manage the work of others. Some workers 

may be uiv(|yed in actmg, sports, art, or music: As a result, they gain prestige, 
recognition, or appreciation from others. In most cases, workers ar6 involved at 
a high level with data: and people. ^^^^^^^^^^^^ . : 

. 6. Activities involving the comniunication of ideas and info^ 

Workers present ideas and information to others throug;h writing, acting, music, 
or designing. They may inform others through radio or television. Workers may 
also be in direct contact with -the people they inform. 

7. Activiities of a scientific and technical nature. 

; Workers may conduct research and analysis, evaluate, explain, and record sdeh- 
tific information. They may use scientific or technical methods; instruments, and 
equipment in their work. . 

8. Activities involving creative thinking. 

Workers use complex mental skills to create new knowledge or new way^ to 
apply what is already known. They may solve difficult problems or design projects^ 
^ and methods. Workers may use hew ways to express ideas, feelings, and moods. 

They may also use imagination to create ideas and obj^^ 
.9. Activities involving processes, methods, or machines. 

Workers may p^an, schedule, process, control, direspt, and evaluate . data aiid 
thuigs. There may be contact with people, but dealing with people is not important 
to the work. 

10. Activities involving working oh or prddudng things. 

Workers use physical skills to work or» or make products. 5f ten toolis, machmes, 
or measuring devices are used to make or change a product^ Workers may build, 
yepair, altei", or restore products. \ 
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WORK SITUATIONS V 



The work involved in any. occupation takes place under certain conditions. These con^ 
ditions or situations place demands on workers. The workers must adapt to the demands 
of the work situation if they are to perform the work well. There are ten types of.wor^ 
situations. These types have been related to the 66 Worker Trait Groups to help ^ou in 
career exploration, ' : • 

As you explore a Worker Trait Group, try to understand how you feel about each of 
the work situations involved. You are more likely to find satisfying work, if you kriow 
which situations you like and to which you can most easily adapt. 



Types of Work Situations 
i calbi, '•.'"■''•■>•[ 'r: . \\ Vi •■■/■y'V ■ ■ " '■ "V ■ •' "' ' V'-' /t-:'; ■' i •' 

; ^^^^^^ 

• .,N?rd^r do them. Work; assi^iihehts' 

, is required, 

|.:i3^/Pi^^ '■■■/ '\. • 

:r; V an entu^ activity; projMt,) or program: As : 

• ^ and are responsible fbr tlie workJof others. They,' 
- on hew information about their work; ^ * • 

.:. • ■ 42R . 



■': '4.-''' Oealing^with;people.'. ' ^- '] ■ /■ './'^ ,.. ■ 

Wbriceis . d^^^^^ people. TiTiey niiist interact with people: at a 

; liigli er level di^ii^^^ 

^:\M;^in-theitr^-cbnta^ ^''; -:'vvl;:'^^ v'^"^ -jC'.' ■'•■'^^ 

5. influencing people's dp^^ - ^ 

Worker^ influen^^ by cjiarigih^ their t^^^ find behavior. Workers inUst 
■be a^e: to tiride^ I>e6jple jMd co^^ influence; iiow 

■ peop^ fe^ about a prdductr^^a 
by prbylding new finfonnatip^^^ . 
. r 6.': Wbrkfhg ' under '''press^ure; ■ /.-;">:.; 

Workers deal with situations involving potential danger and risk. Workers must 
maintain self-control and take dejiisive actibn in lui^^ 

also be involved with' tasks where speed attention to detail 

-crieate.prfessureJ^''-.''"'-;/ ' ■ '^-'^ . • 

7. Making dfli^ldns :u5ing personal judgnient. ■ 

Workeis - use personal judgment a^ to make decisions. 

No standard or right ariswers exist upon wiiich^^^^ t^^^^^ ITiey are 

based upon the training, experience, Oi: aestheltic values of the workers. • 

8. Making decisions using standards that be measured or checked. 

Workers ihake decisions based upon information or standards that can be mea- 
sured or checked. Facts and set^^^^^^^ 
9: Interpreting and expressing 

Workers use creative thinkirig to interpre^^^^^^ 
Some workers'focus on the process they lisie to communicate/ sucli as speaking/^ 
ing, or acting. Others communicate through products, such as photographs, designs, 
songs, or paintings. ■ '■'y'^ : > 

10. Working within precise limits or Standartls of accuhacy/^^^ ^^^^^^^^^^ >^ 

Workers must pay strict attention to detEdls; Tasks jnust be completed with ^accu- 
racy within ^xabt standards or time limits. The quak|ty of the product or service is 
: dirwtly related to the performance of the 
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All activities may be described in relation to data, people, and things. Although every 
activity involves each of these elements, differences occur in the kind or level of involve- 
ment. There may be a difference in the amount of contact with an element. For example, 
teachers spend a large part of their time working with people, but plumbers spend less 
time working with people arid more time working with things. The amount of difficulty 
in dealing with an element may also vary. For example, a tollbooth operator has a 
large amount of contact with people, but at a simple level. A minister, however, may 
work with fewer people, but works with them at a more difficult leyel. , 

The U. s: pepai-tment of Labor has classified occupations based on their differences 
in the difficulty of involvement with data, people, and things. For example, it is easier to 
copy a math problem (a simple data activity) than to work the problem (a more difficult 
data activity). It is easier, to follow instructions to help perform a task (a simple people 
activity) than t^ give these instructions (a jnore difficult p.eopie activity). It is easier to 
place dishes in a dishwasher (a simple things activity) than to repair the dishwasher (a 
more difficult 'things activity). . ; i! 

A worker who can deal with difficult data activities, . for example, can probably also 
deal with less difficult data activitiesTrTlTeref ore, only the most difficult level at which 
the worker would have to. perform needs to be identified. Successful performance at all 
lower levels can be taken f OP granted. 
-Each occupation has been rated according to the worker's most difficult involvement 
;M:h each of the three elements r~ data, people, and things. 

The various kinds of involvement with data, people, and things have been identified 
Snd rated from high to low according to the level of difficulty. 

Definition ^^^^^ 

^^^^ iitformatlDff, khovvledge, and ideas about ? Iqiov^ 'facts, people, animals, ; 



Levels , of I rwolyerhent with Data ^ 

Levels are rated on a 0 to 6 scale : most difficult (6) to simplest (6) . 
p Synttiesizing: Discoveriiig facts and/or developing logical conclusions' or interpr-eta- 
tions of. ideas as a r-esult of examining and evaluating information. 

1 ' Coordinating: Determining the time', place, and order of operations or actions to 

be performed as a result of analyzing data. Carrying out and/or reporting on 
I actions decided upon. , 

2 ) Analyzing: Exaniining ■'and determining the value of data, which sometimes results 

in a need to choose the best co\irse of action to be taken. 

3 Compiling: Gathering information about data, people, or things and putting' it to- 
gether in proper order. Frequently involves reporting and/or carrying out' aictiv-' 
ities indicated by the information. 

4 Computing: I^rformirtg arithmetic operations, reporting results, or .carrying out 
activities as indicated by the results. 

5 . ..Copying: Transcribing data (rewriting from another copy or fronj shorthand 

notes), or posting data (entering it in ledgers*^dr account books). 
6.^ Comparing: Judging data, people, or things according tO what can be readily 
observed such as actions, . appearances, and differences from the usual., : 

PEOPLE - . 6 

Definition ^v^^^ 

People, as used here, also include animals when they' are given care and consideration 
similar to that given human beings. . 

Levels of Involvement with People V 

Levels are rated on a 0 to 8 scale : most difficult (0) to simplest (8). 

0 Mentoring: Dealing with people in terms of theji- total person'klity to advise or 
V counsel them on problertis. This is accomplished by using principles of law, 

science, medicine, or religion. I* 

1 Negotiating:" Exchanging ideas^ information, arid opinions with others to make 
policies,' plan programs, and/or arrive jointly at decisions, conclusions, or solutions. 

2 Instructing: Teaching subject matter to others or training others (including ani- 
mals) through explaining, demonstrating, or supervised practice using knowledge 
gained thrOuglt specialized training. 

3 Supervising: Determining or explaining work procedures for a group of workers 
and assigning tasks to them. Encouraging workers to get along well with each 
other and to do their best work. 

4 ; :, Diverting: Ajnnusing others. - 

, Persuading: Influencing others in favor of. a product, service, or opinion. 

6 Speaking - Signaling: Talking with and/of : signaling people to give, or exchange 



^ information. Assigning tasks op giving directions to helpers or assistants. 
ERIC • -4'^-^ ^ 
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7 Serving: Attending to the requests or needs of people or animals: Carrying out the 
wishes of people, either ^pressed or understood without being expressed. Imme- 
diate response is involved. • 

8 Taking Instructions: Carrying out work instructions or orders of supervisor.., No 
imn^diate response >i§J[nvolved. ' — / 



V " THINGS ■ . 

Definition , . .-^ : 

•V Thin^ ats used here, are lifeless dbje^ as distinguish f rpm ' people ; or animate, 

Levels 'of Invoivemeiit'with.' Things .'^ ■ T7 •v-^^;---,-^-^ 

Levels are rated on a 0 to 7 scale: most difficult (0) to simplest (7). 

0 Setting Up.- Adjusting machines or Equipment by replacing oi- altering tools,; jigs, 
fixtures, and attachments. Adjusting is done to prepare machines or equipment to 
perform,^their functions, change their performance, or restore their proper func- 
tioning if they break down. Workers set up machines for other workers or set up 
and perj?bnaily . operate a variety of madhin^^^ ^ ^ •, 

1 Precision Working: Using parts of the body and tools to work, guide, or place 
objects or niaterials in such, a way that rigid standards for the product or prp- 

. . cess will be rhet. The. precision worker uses considerable judgment to select the 
right tools, objects, or materials and. to correctly, .apply the tool to the task.. 

2 Operating - Controlling: Starting, stopping, coritrolling/and adjusting the progress of 
machines or equipment designed to manufacture and/or process objects or mate-' 
rials. Operating involves setting up and adjusting the machine or the material as 
the work progresses. Controlling equipment involves watching gages and dials and 
turning valyes and other devices to, controj temperature, pressure, flow of liquids, 

* speed of pumps, and reactions of materials. Frequent adjustments of the equip- . 
ment may be needed. f . 

3 Driving • Operating: Starting, stopping, and controlling the" ac^^^^ of machines or 
. (equipment vvhich must be steered or guided to manufacture, proqess, and/or move 

things or people. It involves ^yatching gages and dials ;>stirnsfting distances; deter- 
mining speed and direction of other objects; turning cranlcs arfd wheels; pushing 
, clutches or brakes; and pushing, or pulling gear lifts or levej4: ' Machines such ' 
as cranes, conveyor systems, tractors, paving machines, 

equipment for loading large industrial furnaces are included. Machines powered by 
hand such as handtrucks and dollies, or machines sqdh as electric wheelbarrows 
or handtrucks are not included. 



4 Manipulating: Using tools; special devices, or parts of the body to work, move, 
guide, or place objects or materials. Workers use some judgment to maintain the 

n cG d c d d e g ree o f acc uracy a nd-to-seleet-the— proper toql, obje^ 

HoWever, such judgments are usually not difficult to make: 
^ Tending: Starting, stopping, and watching the operation of. machines and equip- 
. ment. It involves -adjusting materials or controls of [machines. Activities include 
^ changing guides, adjusting timers and temperature g)ig£§. turning valves to allow 
iflow of materials, and flipping switches in re.sp<afise^^t\l^hts. Little judgment is 
involved in making these adjustments. 

6 Feeding - Off bearing: Throwing, dumping, putting, or feeding materials into pi* re- 
' , moving them from machines or equipment. These machines or equipment may be 

automatic or may be tended or operated by other workers. 

7 , Handling: Using parts of the. body, handtools, and/or special devices to work, move, 

or carry objects or materials. Little or no judgment is involved in meeting stan- 
darxis .or in selecting the proper tool, object, or hiaterial. 

The occupations listed in the Dictionary of Qccuiilitional Titles (DOT) have a nine-digit 
code number. The middle three digits show how each occupation is related to Data, 
. People, and things. These numbers always indicate the highest level of involvement with 
Data; People, and Things. Thus, if a code number shows the level- of involvement with 
Data as 4, it means that , activities at lowpr levels (5 and 6) may also be inclvided in the 
occupation. The following table shoAvs how the levels of involvement with data, People, 
Things are represented in the TOT nine-digit cade. 



DATA— PEOPLE - THINGS STRUCTURE 



DATA (4th digit 
of DOT code) 



PEOBLE (5th digit 
oiEDOT-code) 



THINGS (6th digit 
of DOT code) 



Difficult 



p Synthesizihg 

1 Coordinating 

2 Analyzing 



0 Mentoring 

1 Negotiating 



0 Setting-Up 

1 Precision Working 



Average 



3 Compiling ' 

4 Computing 



2 Instructing 

3 Supervising 

4 Diverting 

5 Persuading 



2 Operating- ! ' 
Controlling 

3 Driving - Operating 

4 Manipulating 



5 Copying 

6 Gomp^g 
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6 Speaking-Signaling 

7 Serving 

8 .Ta.king Instructions 
-Helping 



5 Tending 

6 Feeding - Offbearing 

7 Handling 

■ • 'C,' ' ■■■■■ „„ ■ 
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PHYSICAL DEMANDS 



Physical demands, a^' used here, are the physical requirements of an occupation; They 
are also the physical capacities a worker must have to perform the major tasks of an 
occupation. For example, "seeing" (becoming aware of something through the sense 
of sight) is a physical demand required by many occupations. It is also a physical capac- 
ity (the sense of sight) possessed by most people. A worker must have physical capac-, 
ities at least in an amount equal to the physical demands required by the occupation^ 

Types of Physical Demands . . 

Type No. 1/ Lifting, Carryir^ Pushing; ahd/^^^^ 

These are the most important "strength" activities. In general, a person who is able 
to do one can do them all. They are defined as follows: * 

(1) Lifting. Raising or lowering an object from one level to another. This activity^ 
includes upward pulling. . 

(2) Carrying. Moving ah object from one place to another, usually holding it in the 
hands or arms or on the shoulder. ' - 

(3) Pushing. Using force upon an object to move it away from the for4b. This activity 
. includes slapping, striking, kicking, arid tSadle actions. 

(4) Pulling. Using forc^pon an object to move it toward the force. This Activity 
includes jerkiiig acnoiis. 

Type No. 1 may be divided ihto^the fpUowing' levels of work requirements. 

^ ; . S - Sed/ntary Work > , 

Sedentary woirk usually involves sitting but may also involve walking and standing. 
Objects lifted and/or carried, such as record and account books or smSll toolS}^ay weigh 
no more than 10 pounds (4,5 kg). ' • 

L-LigttWork ' ^; 

Light work means lifting objects weighing no more than ^ pounds (9 kg) . It involves 
frequent lifting and carrying objects weighing up to 10 pounds (4,5 kg). Jobs may bS 
considered light work even if they require a lot of walking or standing. These jobs may^ 
jnvolve sitting most of the time while using arms and legs for pushing and pulling. 




M --■ Medium Work 

Medium work means lifting objects ^yeighing no . more than 50 pounds (22.5 kg;;)^ It. 
involve frequent lifting and barrying^ Of objects Weighing rib more than 25 fjouhds 

(11.4-kg).. . , - ^ ■ . , . ^ , ■■ • ■• ■■ - 

H - Heavy Work / ^ S*. 

'Heavy work means lifting objects weighing no more than IpO pounds (45 kg). It 
involves frequent lifting . and canying of objects weighing no :mo're than 50 pounds 

(22,5kg)., ... y . . ■ ■ • ■ • ■ ■ > ■■ ;:■ / ■ : 

V - Very Heavy Work / 

Very heavy work means lifting objects weighing more than 100 pounds (45 kg). 
It involves frequent lifting and carrying of objects weighirig 50 pounds (22.5 kg) or 

niore. ■ : -'r-. . . • •/■ 

Type No. 2: /Climbing and/or balancing. , ' 

(1) Climbing. Going up or downMadders, stairs, scaffolding/ ramps, poles, ropes, and 
: : ^the like using the .feet and legs and/or arms. 

(2) Balancing. Maintaining contt^l of the body to keep from falling when .walking, 
• standing, crouchihg, runningrp^ feats. This activity is done 
■ on narrowi slippel:^, or moving s^ 



Tyjie No. 3. Stooping, Kneeling, Croucliing, and/or Crawling. 

(1) Stooping. Curving the body ao^^mward and forward by beiiding the spirit at^ 
. . waist. . ■ . ■ ' ■ , ' ' ,' . ' .• ' ■ // 

(2) Kneeling. Getting down pn the knee or knees. 

(3) Crouching. Curving the bpdy^ downward and forward by bending the legs and 
spine. ■ ■ . . - " 

(4) Crawling. Moving about on the hands and knees or hands and feet. 

Type No. 4. Reaching, Handling, Fingering, arid/or Feeling, 

(1) Reaching. Stretching out the hands and arms iii any, direction. 

(2) Handling. Taking hold of an object, turning it, or Ptherwise Working with the 
hand or hands. It does riot include fingering. 

(3) Fingering. Picking, pinching, or otherwise working mostly with the fingers rather 
' than with the whole hand as in handling; , 

(4) feeling. Becoming aware of the size, shape, temperature, or tejrture^f^ects 
and materials by using the hands and fingertips. 

Type No. 5. Talking and/or Hearing. ' 
(1> Talking. Expressing or exchanifing ideas by means, of the spoken word. 
Hearing. Perceiving sounds and/or information by means of the ear. 

ERIC 



. Type No. 6. Seeing. 

: Becoming aw^re of the shape, size, distance, motion, or color of oijtjects by using the 
eyes. Tile . major functions of the« eyes are defined, as foUows: ' * 

(1) Acuity. Far — * haying a clear vision at 20 feet or more: Near — having a dear 
vision at 20 inches or less. ' 

(2) Depth perception. Recognizing the length; Width, or thickness of objects. Judging 
. distance and space relationship so as to see objects where^hd as they actually are, 

(3) Field of vistbn. Seeing the surrounding area, up and down and right and left, while 
the eyes are fixed on a given point. ' ; ^ =■ 

(4) Accommodation. Adjusting the eye's len^ to bring an object into sharp focus. This 
is especially important when ^ng close work at varying distances from the eye. 

(5) Color vision. Seeing likenesses and differiBnces among colors. 
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WORKING CONDITIONS 
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Working conditions, as used here, are the physicEd surroundings of a worker in a job. 
Working conditions iriaice specific demands upon the worker's physical capacities. The 
Department of Labor fias identified seven different types of vvpi^king conditions. ' 

^ Types of Working Cbndltioiis 

Type Nd; Iv Ihs^^^^^ Both. , ' 

Sv^^lf;P^I*%?J^^'^^^<^^ conditions but not abviays Ironri teniperature 

. -UJ;:; Cc^^ spend about 75 percent or more of their time inside. • ..; 

S^^ff^jiiiiadf^ protection from weather condiT:ions. Workers sp«nd about 

I- /litei ^i'^^ spend about 50 peitcent of their time inside arid 

Type No. 2. Extremes of Cpid Plus temperature Changes. 

(1) Extremes of cold. Temperatures low enough to cause noticeable boc|ily discomfort 
uhless the worker is provided with exceptibrjal protection. 

(2) nemperatu re changes. Variations in temperature wh5ch are marked and abrupt, 
' causing noticeable bodily reaqtions. . 

Type^ rto.^^^^ - 

u to cause noticeable bodily discomfo^ 

. in temperature wb^ch ^re marked and^ abruprfi 

-^^^ reactions. • > 

Type No. 4. Wet and Humid. . 

(1) Wet. Contact with water or other liquids. 

(2) Humid. Moisture content of the atmosphere high enough to cause noticeable bodily 
discomfort. 




Type No. 5. Nois^ and Vibrations. 

Enough noise, either constant or a t intervals/ to ca6se no ticeable dist raction or pos- 
sible injury to the sense of hearing, Enough vibrations to cause bodily harm if endured 
day after day. These vibrations produce movement oi- strain on the body or its ektrein- 
itieig f^-onri re{j&ated motion or shock. . ' ' 



Type No. 6, Hazards. ^ 

Situations in which the worker is exposed to the certain risk of bodily injury. 

Type H^7. Fumes, Odors, Toxic Conditions, Dust, and Poor Ventilation. - 

(1) Fumes: Smoke or vapors, usually strong Smelling, thrown off as the result of coiA- 
bustion or chemical reaction. • ' . ' 

(2) Odors: Foul smells, either toxic or nontoxic. 

■ . . . ■ ■■ ^ ■■■■■■ " 

(3) Toxic conditions: Exposure to poisoning dust, fumes, gases, vapors, mists, or 

liquids causing general or local disabling conditions. These conditions happen, 
as a result of breathing the substance or its action on the skin. 

(4) bust: Air filled 'ivitl)^, small particles of any kind. The particles may include textile 
dust, flour, wood, leather, feathers, silica/ asbestos, etc. This condition makes, 
the place of work unpleasant or the source of diseases. ' 

. (5) Poor Ventilation: Not enough movement of air, causing a feeling of suffocation or 
exposure to drafts. 




^APTITUDES 

. Aptitude is the quickness or ease with which you can learn to dp something. Tliere 
are different types of aptitudes. Some aptitudes can help you understand a novel or solve 
math problems. Others can^elp you do very fine work with your hands or fingers. Some 
other apti;tudes can help you'do tasks requiring fast and accurate body movements. Still 
bther aptitude^ can help you see diferences in size or shape. - 
People differ from one another in aptitude just as they differ in looks, height, vveight, 

' or interests. You may be able to learn some things quite easily: Other things may be 
more or extremely difficult for you to learn, f^or example, only a few people become 

' basketball stars, get the lead in a class play, or an "A" in physics. Knowing as much as 
possible about ypur aptitudes can help you in career exploration and planning. , 

The U. S.. Department of Labor job analysts have defined eleven different aptitudes. 
These aptitudes have been related to the Worker .Trait Groups. The aptitudes significant 
to job performance in each Worker Trait Group have als9 been identified, the foUow 
mg stateftients deiscribe the eleven aptitudes. - - ; . 

1 (3;. — General. Understanding instructions, facts, and uniJerlyiiig reasoning. Bdhg.able to 
, ,r^ and make judgments. Qosely related to school achievement. / 
y :^yerba\. Understanding meamngs of words Usirig them to present infor- 

V:^;:^^^^^^^^ fiat drawings or pictures of objects. Forming mehtjal images pf 

::1[hem in three dimensions height, width, and depth. * 
,yj^:/--r;¥!firm Perception, Observing detaiii in objects or drawings. Npticing differences 
. ihapes pr shadings. ^ ..■ \ 

' Q^l Glerical Perceptiori. Observing details aiid recognizing errors in hunriibiers, spellinig, and 
; -p^ and fables. AvPiding errors when copym 

. K — Mo^^^ and hands or fingers togetiier to perfprm a task 

rapidly and cprrectly, : : ' 

F — Finger Dexterity. Mpving the fingers tp wprk with small Pbjects rapidly and cprrectly. 
M -r- Manual Dexterity. the hands with ease -and skiU. Working with the hands 

in placing arid turning motions. ^^ * 

E — Eye-Hand-Foot Cbbrdination. Moving the hands and Ifeet together in resi)onse to 
, visual, signcds or bbseryatipns. • : ,\ ^.^.^ .y:^.' /.^ ■ 

C — Qolor pjscrimination. Se^ or shades. Identifyr 

v ; ihg or matching certain colbrs^ together. ; : . : 



Aptitude Levels 

The different levels of aritaptitude a person could have have been identified for each 
Worker Trait Group. The following statements describe the different levels of aptitudes 
in terms of adult workers. ¥ou can use these statements to help you estimate your own' 
aptitude levels. , ^ - 

Level: 1 — The "top ten percent of the population — a.very high degree of aptitude. 
Level 2 — The highest third of the population, not including the highest ten percent — ^ an 

above average or high degree of thg, aptitude. V . 
Level 3 The middle third of the population — an average or medium degree of the 

aptitude.' '■• ■. 

.Level 4 -r- The lowest thjrd of the population, not including the lowest ten percent — a 

below average or low degree of the aptitude. 
Level 5 — The lowest ten percent of the population a very low degree of the aptitude. 
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GENERAL EDUCATIONAL DEVELOPMENT 



General- Educational Development (GED) refers to education which helps increase a 
0 worker's reasoning skills and ability to follow instructions: It is education of a general 
. . rather than specific na!ture. This education may be acquired in elementary school, high 
school, college, or from experience or self -directed study. 

Variables, as used here, are factors which help determine the difficulty of job perfor- 
mance. The words "abstract variable," as iised in the following GED levels, refer to 

■ ideas, concepts, formulas, and theories. The, words "concrete variable," igs used in the 
folIow;ing GED levels, refer to what can be, seen, touched, handled, or ma^pulated. 

GED Levels 

Reasoning development is defined in' -terms of " six levels of difficulty ranging from 
* the most difficult (leveLB) , to the simplest (level 1)„ . ., \ 

6. A^ply iogiqal thinking aiid scientific knowledge to solve a >yide range of very complex 
problems. Use anid im as formulas, scientific equa- 

tions, or graphs. Deal wifli: suth absti'^ct variables as ftujsic theory or cl^emical reac- 
V tions, Deal with such, concrete variables as eurgical instruments or equipment used 
to monitor space exploration rockets. : ' ° 

■ 5. Apply logical thinking and scientifi c knowledge to define pro blems.-collect^ata- 

establish facts, and reach valid conclusions. Understand and follow a wide variety 
., of technical instructions^ presented "in mathematical jor diagram form. Deal witli such 
abstract variables as. repair techniques. Deal with such concrete variables as testing 
". . .equipment. J 

4. Apply principles of rational systems such as bookkeeping, navigation, or i^jr^ rnan- 
agement. Understand and follow 'instructions presented in 'written, oral, diagram, 
or schedule form. Deal with fairly- standardised situations involving concrete va^^ 
ables isuch as office machines, farm or construction equipment^ or navigational aids. 
-3. Use common sense to carry out instructions presented in written, oral, 'or diagram 
;. . . form. Deal, with standardized situations involving concrete variables such as hand 
tools or cooking equipment. a m 
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2. Use common, sense to carry out detailed but fairly simple written or oral instruftions! 

Deal yJith standardized situations involving a few concrete variables such as making^ 

chaiige or operating machine levers or switches. ■ 
1. Use common sense to carry out one- or two-step instructions. Deal with standardized • 

situations involving few or no variables to; dp such tasks- as carrying messages or 
, moving materials. . ' ." 
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APPENDIX H 



PREPARATION AND -TRAINING 



Preparatibn and training considerations in career planning. This sec- 

tion of the Qualifications Profile describes the education, training, and experience 
workers need to enter and perform well in the occupations of the Worker Trait Group. 
The following types, and levels of preparation and training are used to describe the 
requirements of each Worker Trait Group. ' 



Entry and Advancemient information 
E — Entry. The Worker Trait Group contains ofapations which are bpen to anyone 

'with the niecess^ry education and training. Tf/ese requirements may vary from a 

general education to advanced college degre 
A — /^vancement. The Worker Trait Group contains occupations which are open oiily 

to perspns with related work experience as well 

Some occupations require knowlecJge and ski 
; experience in a related job. Occupations invoijying managing and planning duties are 

among those in this category. 




as the necessary education and training. 

that can be developed only through 



Related Formal Training Programs | 

The following educational programs are directed toward cjeveloping the specific 
knowledge and skills required by the ooiupations in a Worker Trait Group. These pro- 
grams are usually associated with a specific institution and inyolve a set period of time 
— for eompletionr— — -4^^ " ' . .v 

G — Graduate. The Worker Trait :Group contains occupations which require college 
studies at the graduate Jevel. A master's' or doctor's degree involving pne, to four 
years of study , beyond the baccalaureate degree ^nay be requii-ed^ 
C — College. The Worker Trait Group contains occupations which require undergrad- 
uate studies leading to a four-year baccalaureate degree. 
. T — Technical. The Worker Trait Group contains occupations for which technical 
programs beyon(3 the high school level may be - offered. These programs usually 
fbcas on specific occupations or skills^ and lead. to an associate degree (two years) 
— or a certificate of completion (six nionths to two years). Technical schools, junior 
colleges, community colleges, and four-year colleges- and universities offer such 
■ programs. . . . , • . " 
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V - Vocational. The Worker Trait Group contains occupations for which high school 
level vocational programs may be offered. These programs usually focus on specific 

• occupations^or skills and invdlye the last two or three years of high school. Pro- 
grams ma^be offered iri the vocational departnaent of the local high schoolW at a 
vocational high; schbpt in the community. 

NfT - No Formal Training. The , Worker Trait Group contains occupations which 

., require no formal education and training other, than a general education. 

•'trainingTime ; ■■(■. 

The total time required to prepare fen- an occu^ 
career planning. Occupations require varying amounts of training time. The foUovwig 
statements show the range of time needed to obtain the specific vocational preparation 
(SyP) required by occupations. ' v 

SVP 1 — Short demonstration only. . r / 

SVP 2--Anything beyond short demonstration up to' and indud^^ • 
SVP3 — Over 30 days up to and including 3 months. . ^ 

SVP4 — Over 3 nionths up to and including 6 months. 
SVP 5 Over 6 months up to and induding 1 year. , 
. SVP 6 — Over 1 year up to and induding 2 years. 

SVP 7 — Over 2 yete lip to and including 4 years. 

. SVP 8 — Over 4 years up to and induding 10 years. 
SVP 9 — Over 10 years. 

The range gf training time required by most, occupations in -each Worker Trait Group 
is described under the "Training Time" heading in the Qu^^^^^ 
Specific vocational training may be obtained in any of the foUowing ways; 

• Vocational education (such as high school business or shop training; business college, 
technical school, art school, military training programs, or coUege courses related\ to ^ 
specific vocational ipreparatiori). ■ , 

• Apprentice training* (on-the-job. traming and related instruction u^allv lasting froik 
one to four, years) . . ' \ _ \. 

• On-the-job training' (serving as a learner or trainee under the instruction of a qualified 
''worker). ' . 

• • Experience iri related jobs (working in less responsible jobs or m others which lead to 
the job in question). ' « 

Related High School Level Courses ' 

The^high school courses listed. in this section are related to the occupations of the 
WorkercTrait Group. Students should consider these courses as they plan their career 
^j=nd select high school courses an^MDrograms. They can use their interest and ability 
ER|Ci these courses as clues to their interest in the group's occupations - 
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Important Cbiirses. 

Subjects which develop the knowledge and skills needed for successful performance 
in the occupations of the Worker Trait Group^re listed in this section. If post high 
school academic programs are alternate preparation' routes for the group, a reminder 
notedj iere to,select high .school ■cQurseg:*needed to meet entrance requirements. 

^c. subject can he identified as impQr;t.ant preparation, a reminder is 
noted, here to select courses required .for completion of high school. 



( 



Helpful Courses 

. Subjects which develop knowledge and skills that may be helpful for successful per- 
• formance in the occupations in the Worker Trait. Gegup . are listed in this section. 
This^e^ion is left blank .when no helpful subjects -t^ari be identified. . ) : ■■ 
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HOW TO US^THE DICTIONARY OF OCCUPATIONAL TITLES 



^ explore Worker Trait Groups, you may discovier that you need more informa- 

tion 'abftut a specific occupation or group of occupations. You can find this type of, infor- 
mation by using the Dictionary of Occupational Titles (DOT) and its Supplemenf . The DOT 
contains occupational descriptions organized into a structure called the Occupational 
Group Arrangement (OGA). The Supplement contains complete OQCupational listings for 
each of the Worker Trait Groups. 



Using the pictionarjf of Occupational rrties 

To locate information about a specific occupation, use, the DOT code, a nine-digit 
number which is shown wth each occupational^ Group 
Guide. In the DOT, rthe ^ Occupational descj^^ sequenced by the hine^ 

-numbers. ■ - .■ . ■ [/ ■/ ' ^ijr \- ' ' 

You may alsb^^e the DOT i 
similar. You can db this using the; first three digits of thel>pT code^^ 
are the sahie, the occupations belong to the same^Grou|i. Men^^^^^ first two are the same, 
tte occupations belong inth^^ same Division. The first digit indicates the occupational CateJ^ 
gory. After you read the description of tlie occupation which interests you, you may 
want to scan the related occupations within the Group, the Division, and Category. 



Using theSupplementtothe Dictionary of Occupational Titles ^ 

The Worker Trait Group Guide does not contain a complete listing of the occupations 
in each Worker Trait Group>sTo^ locate a complete listing pf these occupations, use the 
Supplement to the DOT.; The four-digit Worker Trait Group numbers used in this Guide 
and in the Supplement are the same. Use them to locate the pages in the Supplement 
where the occupational lists may be found. 



